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PeopleSoft Global Payroll for Hong Kong
Preface

This preface discusses:
» PeopleSoft products.
» PeopleSoft HCM Application Fundamentals.

» Global Payroll documentation.

PeopleSoft Products

This PeopleBook refers to the following PeopleSoft product: PeopleSoft Global Payroll for Hong Kong.

PeopleSoft HCM Application Fundamentals

Additional, essential information describing the setup and design of your system appears in a companion
volume of documentation called PeopleSoft HCM 9.1 Application Fundamental s PeopleBook.

See Also

PeopleSoft HCM 9.1 Application Fundamental s PeopleBook, " PeopleSoft HCM Application Fundamentals
Preface”

Global Payroll Documentation

This section discusses:

« Global Payroll application design.
» Globa Payroll documentation structure.

»  Documentation roadmap.

Global Payroll Application Design

Because the structure of the Global Payroll documentation is similar to the design of the application, the best
way to understand the documentation is to review the design of the application itself.
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Global Payroll is composed of two complementary parts:
« A core payroll application that includes:

» A payroll rules engine.
« A payroll processing framework.
» Processes and setup steps that apply to al countries.

» Country extensions that include:

« Statutory and customary objects (payroll rules, payroll processes, reports, additional country-specific
pages, and self-service applications).

»  Country-specific rules and elements.

Global Payroll Documentation Structure
Like the application, the documentation for Global Payroll consists of two parts: a core book and separate
country extension books.
Core Documentation

Like the core portion of the application, which appliesto all countries and enables you to develop rules and
process a payroll regardless of location, the core book is country neutral. Thus, while it describes the core set
of tools that you can use to develop a payroall, it doesn't discuss the local country rules that have been set up
for you. For information about how the PeopleSoft system has extended core capabilities to meet local
requirements, refer to the country extension documentation.

Country Extension Documentation

Just as country extensions in the application address local heeds, the country extensions in the documentation
cover local functionality. Thisincludes:

« Any core feature with local extensions.
»  Country-specific rule setup.

» PeopleSoft-delivered rules and tables.
»  Country-specific pages.

«  Country-specific reports.

» PeopleSoft Human Capital Management systems (PeopleSoft HCM) setup, such as bank definitions, that
varies by country.

« Implementation information that varies by country.
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Documentation Roadmap
The core and the country extension documentation complement each other, therefore, it is important to read
both sets of documentation.
What to Read When

Y ou can approach the documentation in the following way:

« |If aprocess setup is shared between the core application and the country extension, read the core
documentation first and then the country extension documentation.

For example, banking is afeature that you first define in the core application and then often continue in
the country extension, because most country extensions have some type of banking functionality. Y ou
would first read the banking chapter in the core documentation and then the banking chapter in the
country extension documentation.

» |If aprocessisset up only in the core application, read the core documentation.

« If aprocessisset up only in the country extension, read the country extension documentation.

Documentation Audiences

We've identified the following audiences for the documentation:

« Technicd

Technical readers who are interested in the technical design of the product should begin by reading the
"Introducing the Core Application Architecture” section of the core documentation, as well as the batch
processing information that is mentioned in many of the other sections.

See PeopleSoft Global Payroll 9.1 PeopleBook, "Introducing the Core Application Architecture.”
« Functional

Functional readers who are interested in defining rules should begin by reading the country-specific
functionality described in the country extension documentation. Functional readers can continue to learn
about how to use the tools in the core application by reading the sections on defining payroll elements,
such as earnings and deductions, in the core documentation.

+ Manageria

Managerial readers should begin by reading the introduction sections of both the core documentation and
the country extension documentation to get a high-level overview of the Global Payroll product.

Note. To fully understand Global Payroll, technical or functiona persons who are involved in the product
implementation should read the core documentation and the applicable country extension documentation in
their entirety.

PeopleBooks and the PeopleSoft Online Library
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A companion PeopleBook called PeopleBooks and the PeopleSoft Online Library contains general
information, including:

» Understanding the PeopleSoft online library and related documentation.
» How to send PeopleSoft documentation comments and suggestions to Oracle.

» How to access hosted PeopleBooks, downloadable HTML PeopleBooks, and downloadable PDF
PeopleBooks as well as documentation updates.

« Understanding PeopleBook structure.

» Typographical conventions and visual cues used in PeopleBooks.

» SO country codes and currency codes.

» PeopleBooks that are common across multiple applications.

«  Common elements used in PeopleBooks.

« Navigating the PeopleBooks interface and searching the PeopleSoft online library.

« Displaying and printing screen shots and graphics in PeopleBooks.

» How to manage the locally installed PeopleSoft online library, including web site folders.

« Understanding documentation integration and how to integrate customized documentation into the library.
« Application abbreviations found in application fields.

Y ou can find PeopleBooks and the PeopleSoft Online Library in the online PeopleBooks Library for your
PeopleTools release.
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Chapter 1

Getting Started with Global Payroll for
Hong Kong

This section provides an overview of Global Payroll for Hong Kong and discusses:
» Global Payroll for Hong Kong business processes.

» Global Payroll for Hong Kong integrations.

« Global Payroll for Hong Kong implementation.

Global Payroll for Hong Kong Overview

Glaobal Payroll for Hong Kong delivers elements, rules, pages, processes, and reports that work with the
PeopleSoft Global Payroll core application to form a complete payroll package for Hong Kong.

Glaobal Payroll for Hong Kong delivers earnings for hourly and salaried employees, as well as overtime, shift
allowances, typhoon and black rain allowances, meal alowances, meal reimbursement, housing allowances,
gratuity, absence and termination earnings, and 13th month pay. Global Payroll for Hong Kong also delivers
many common deductions, such as those for cash advance recovery, community chest, leave without pay, and
Mandatory Provident Fund deductions. With Global Payroll for Hong Kong, you can capture, generate, and
maintain both employee and company identification and biographical data that support the reporting
requirements of the Hong Kong Inland Revenue Department. Y ou can process absence payments and also
absence payments on termination for employees. Y ou can set up and run the banking process and process
paychecks. With Global Payroll for Hong Kong, you can design and generate paydlips.

Global Payroll for Hong Kong Business Processes

Thefollowing list is of the Global Payroll for Hong K ong business processes:
» Inland Revenue reporting.

« Mandatory Provident Fund.

» Printing and viewing payslips.

« Payrall reporting.

+ Absence and termination.

» Banking and recipient processing.
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We discuss these business processes in the business process chapters in this PeopleBook.

Global Payroll for Hong Kong Integrations

Global Payroll for Hong Kong integrates with these applications through the core Global Payroll application:
» PeopleSoft HR.

» PeopleSoft Time and Labor.

» PeopleSoft General Ledger.

We discuss integration considerations in the core Global Payroll PeopleBook.

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Working with Payee Data"

PeopleSoft Global Payroll 9.1 PeopleBook, "Integrating with PeopleSoft Time and Labor"

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Integrating with PeopleSoft General Ledger”

Global Payroll for Hong Kong Implementation

PeopleSoft Setup Manager enables you to generate alist of setup tasks for your organization based on the
features that you are implementing. The setup tasks include the components that you must set up, listed in the
order in which you must enter data into the component tables, and links to the corresponding PeopleBook
documentation.

Other Sources of Information

In the planning phase of your implementation, take advantage of all PeopleSoft sources of information,
including the installation guides, table-loading sequences, data models, and business process maps.

See Also

PeopleTools 8.52: Setup Manager PeopleBook

PeopleTools 8.52: Component Interfaces PeopleBook
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Chapter 2

Understanding Global Payroll for Hong
Kong

This chapter provides an overview of Global Payroll for Hong Kong and discusses:
» Global Payroll for Hong Kong business processes.

» Dédlivered elements for Hong Kong.

» Délivered elements naming convention.

« Archiving datafor Globa Payroll for Hong Kong.

Understanding Global Payroll for Hong Kong

Global Payroll for Hong Kong is a country extension of the core Global Payroll application. It provides the
payroll rules, elements, and absence processes needed to run a Hong Kong payroll.

Important! If you want to use the delivered rules for this country extension, we recommend that you use
only employment instances in PeopleSoft HR.

Global Payroll for Hong Kong Business Processes

Global Payroll for Hong Kong supports the following business processes:
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Inland Revenue Reporting.

This feature satisfies the requirements of the Hong Kong Inland Revenue Department (IRD). Features
include the ability to capture, generate, and maintain both employee and company identification and
biographical datathat support the reporting requirements of the Hong Kong Inland Revenue Department
(IRD).

PeopleSoft provides you with the ability to create aflat file that complies with Hong Kong Inland
Revenue Department requirements for the submission of electronic files. A Global Payroll core
application process creates the output using afile layout object that has the same structure as that of the
electronic file expected by the IRD of Hong Kong. Before you generate, review, and print Inland Revenue
forms and reports, you can set up additional report data. Employee departure details, housing and quarters
details, and employer details are required for specific Inland Revenue reports. Y ou can also associate
multiple payroll accumulators with report elements and allocate starting sheet numbers. After you set up
and generate the data required for Inland Revenue reporting and generate those forms, you can review the
results and maintain available fields. The IR56 Inquiry component enables you to view and amend the
generated IR56 data.

Mandatory Provident Fund.

This feature supports the administrative and reporting regquirements of Mandatory Provident Fund (MPF)
administration and maintenance and provides support for both employee and employer paymentsto a
nominated fund in accordance with the calculation of igibility rules for MPF legidation. These
deduction rules cover legislative MPF requirements such as permitted period processing, age eligibility,
and the contribution holiday rule. The system accommodates M PF exemption rules and limits by enabling
you to define casua employees for MPF contributions, exclude specific employees from MPF
calculations and apply maximum and minimum limits to MPF contributions.

M PF reports such as the Remittance Statement and Employee New/Terminated Report enable you to
manage your contributions. Y ou can also set up recipient MPF commission and scheme details for your
MPF reports.

Payslips.

The design of the paydlip feature enables you to create and control paydlips that display the data that you
want, where you want it and in the format that you want. Y ou can override templates at lower levels, so
you do not have to create multiple templates to cover every payslip scenario that you may have.

Payroll Reporting.

In addition to the reports delivered with Global Payrall, the Hong Kong country extension comes with a
set of reports to support business requirements. Reports included in the country extension are:

» Payroll Register
» Reconciliation Report

» Pay Component Register
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Understanding Global Payroll for Hong Kong

« Absence and Termination.

Global Payroll for Hong Kong delivers predefined rules for processing absence payments, such as annual
leave, long service leave, sick leave, maternity leave, and jury leave. We also deliver rulesto calculate
absence entitlements on termination, including rules for the payment of unused annual leave, 13th month
payment, outstanding deduction recovery, severance, and long service. Y ou can modify many of these
rulesto reflect absence and termination policies that are specific to the organization or to labor
agreements with employees.

To demonstrate how Global Payroll can process typical absence requirements in Hong Kong, PeopleSoft
provides 8 absence entitlement elements and 10 absence take elements.

» Banking and Recipient Processing.

This feature supports net payment (employee salary) direct deposits and recipient payments using the

electronic file (HSBC) format used by the Hong Kong and Shanghai Corporation Bank. Global Payroll for

Hong Kong generates electronic file outputs to credit employee salaries and reports this data to the
recipient. The Global Payroll banking process brings together payroll data, pay entity source bank data,
and payee or recipient bank data. The EFT file creation process extracts data compiled by the banking
process according to the content you want in the EFT file that you are creating, merges it with data
provided by the Hong Kong country extension and creates the file for transmission.

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Generating Report Data,” Understanding Report Data
Generation

Chapter 10, "Printing and Viewing Payslips," page 119

Chapter 8, "Administering Mandatory Provident Fund Contributions," page 81

Chapter 9, "Running Banking and Recipient Processes," page 103

Chapter 13, "Defining Absence Rules,” page 143

Chapter 4, "Setting Up Inland Revenue Reports," page 21

Delivered Elements for Hong Kong

Creat

Copyright

This section discusses:

« Creation of delivered elements.

» Element ownership and maintenance.

ion of Delivered Elements
Global Payroll defines each business process for Hong Kong in terms of delivered elements and rules. Some

of these elements and rules are specifically designed to meet |egisl ative requirements, while others support
common or "customary” payroll practices.
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All of the elements and rules delivered as part of the country extension were created using the core

application—the same application you use to create additional elements or rules and configure existing
elements delivered as part of the Global Payroll system. Because the tools needed to redefine or create new
payroll elements are fully documented in the core application PeopleBook, we do not reproduce this
information here. Instead, we briefly review the relationship between the core application (which contains the
tools you need to define your own elements and rules) and the country extensions (which contain country-
specific rules and elements defined by PeopleSoft).

The core application has the following characteristics:

« It consists of apayroll rules engine—aflexible tool that enables users to define the rules and elements of
their payroll system and execute payroll and absence calculations. Global Payroll does not embed payroll-
specific logic or computations in application code. Instead, it specifies all business application logic, such
as earnings, deductions, absences, and accumulators, in terms of payroll rules and elements. Global
Payroll enables the user to enter and maintain payroll rules through a set of pages and offersa
comprehensive set of features that enable the user to work in their preferred language or currency.

» It provides apayroll processing framework—aflexible way to define and execute payroll and absence
processing flows, such as calendars, run types, pay periods, and process lists.

Country extensions have the following characteristics:

» They are built using the core application.

« They consist of statutory and customary objects (country-specific payroll rules, elements, payroll
processes, reports, pages, and self-service applications).

PeopleSoft delivers aquery that you can run to view the names of all delivered elements designed for Hong
Kong. Instructions for running the query are provided in the PeopleSoft Global Payroll 9.1 PeopleBook.

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How to View
Delivered Elements

Element Ownership and Maintenance
The ddlivered elements and rules of your Global Payroll country extension can be classified according to
whether they are owned and maintained by the customer or by PeopleSoft. Some elements and rules are

maintained exclusively by PeopleSoft and cannot be modified, while others can be configured to meet
reguirements unique to each organization.

Understanding Element Ownership in Global Payroll

There are five categories of element ownership:

PS Déliver ed/Maintained Elements delivered and maintained on an ongoing basis by PeopleSoft.
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Understanding Global Payroll for Hong Kong

PS Delivered/Not Maintained Elements delivered by PeopleSoft that must be maintained by the customer.
This category consists primarily of either customary (non-statutory) rules or
statutory elements that customers may want to define according to a
different interpretation of the rules. Although PeopleSoft may occasionally
update elements defined as PS Delivered/Not Maintained, you are not

required to apply these updates.

Customer Maintained Elements created and maintained by your organization. PeopleSoft does not
deliver rules defined as Customer Maintained.

PS Deliver ed/Customer Elements that were originaly PS Delivered/Maintained elements over

M odified which the customer has decided to take control (this change isirreversible).

PS Déelivered / Maintained /  Delivered elements that the customer can never modify or control.
Secure

Understanding Element Ownership in Global Payroll for Hong Kong

Of the five ownership categories listed in the previous section, only PS Delivered/Maintained and PS
Delivered/Not Maintained are used to define Hong Kong elements. Although Global Payroll for Hong Kong
delivers some elements as PS Delivered/Maintained, the large majority of elements are designated PS
Delivered/Not Maintained. This enables you to modify, update, and reconfigure the delivered elements to
meet needs that are specific to your organization.

In the following table of elements supplied with Global Payroll for Hong Kong, the ownership of all elements
is PS Delivered/Not Maintained with exceptions shown in column 2.

Note. These element types have no exceptions so are not shown in the table: absence entitlements,
accumulators, arrays, absence takes, brackets, durations, dates, element groups, earnings, generation controls,
proration rules, processes, sections, and writable arrays.

Element Type Exceptions
Deductions MPF employee and employer (regular and permitted—mandatory deductions).
Formulas MPF formulas related to:

« Basefor employee and employer mandatory calculations.
e Post processing for employee and employer mandatory cal culations.
e Preprocessing for employee and employer mandatory calculations.

¢ Resolution of employee and employer mandatory calculations.

Copyright

Manage Historical Data Rules Historical rule for employee MPF mandatory cal culations.
Variables MPF — Total voluntary contribution for permitted period.
See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Getting Started with Global Payroll"
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Delivered Elements Naming Convention

This section discusses:

« Element names.
* Functional area codes.
» Element type codes (PIN_TY PE).

» Viewing delivered elements.

Element Names

One of the keysto understanding how delivered payroll elements function in the system is to understand their
names. Understanding the naming convention developed for Peopl eSoft-delivered elements can help you
determine how an element is used, the element type, and even the functional area it serves. Depending on
whether the element is a primary element, a component of aprimary el ement, or a supporting element, one of
the following naming conventions applies.

Supporting Elements

For supporting elements, such as variables, formulas, dates, durations, and so on, PeopleSoft uses the
following naming convention: FFF (or FF) TT NAME.

» FFF (or FF): Functional Area Code (see Functional Area Codes for more information).
e TT: Typeof Supporting Element (see List Element Type Codes (PIN_TY PE) for more information).

NAME (or NAME NAME): An indication of what the element does or isfor. (The number of NAME
components may vary.)

For example, in the MPF variable MPF VR START DATE, MPF stands for Mandatory Provident Fund, VR
stands for variable and START DATE stands for start date. The element's thirty character (maximum)
description (DESCR) provides afuller explanation of what the element does or isfor.

Primary Elements

Primary elements, such as earnings, deductions, absence take, and absence entitlement elements often do not
contain functional area codes or element type codes in their names. Thisis because primary elements have
names, based on Hong Kong terms, that identify their function and element type without the use of additional
codes. For example, the name of the earning element 13MTHPAY clearly identifies this element as an
earning, and more specifically, as a thirteenth month (13MTH) payment (PAY).
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Additional Clues to the Use of Hong Kong Elements

Many Hong Kong elements contain abbreviations that provide clues (beyond those provided by the functional
area codes or element type codes) to their use in the system. For example, consider the following duration
element: TER DR DY IN SERV. The functional area code TER indicates that this element is used for
termination elements, and the element type code DR identifies it as a duration element. The abbreviations
DY, IN and SERV provide additional clues about how the element measures periods of time. The duration is
indays (DY) in (IN) service (SERV). Asyou become more familiar with the payroll rules created for Hong
Kong, these abbreviations will help you to further identify and understand the role played by each element.

The following table lists the most common abbreviations used in the names of Hong Kong elements.

Abbreviation English
AC Accumulator
ADV Advance
ALLOW Allowance
AMT Amount
ANNIV Anniversary
BAL Balance
BAS Basic

CAL Calendar
CNTR Contract
COMCHST Community Chest
COMP Compassion
CUR Current

DED Deductions
DY Days

ED Education
EE/EMP Employee
ELIG Eligibility
ENT Entitlement
ER Employer
ERN Earnings
EXT Extract
FCAST Forecast
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Abbreviation English
GENL Generdl

HOL Holiday

HLY Hourly

INCM Income

LSP Long service payment
LWOP L eave without pay
MARR Marriage

MAT Maternity

MAX Maximum

MIN Minimum

MN Mandatory

MSG Message

MTD Month to date
MTH Month

PERM Permitted

PRD Period

PREV Previous

PRIM Primary

REG Regular

REVLNT Relevant
ROLLAVG Rolling average
RSLV Resolve

SAL Salary

STAT Statutory

SVC/ SERV Service

TOT Total

TX Tax

VOL Voluntary

YR Y ear
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Abbreviation English
YTD Y ear to date

Component Names (Suffixes)

In Global Payroll for Hong Kong, suffixes are used to name the components of earning and deduction
elements. For example, when you create an earning or deduction element in Global Payrall, you define the
components that make up the element, such as base, rate, unit, and percentage. The system automatically
generates the components and accumul ators for the element based on the calculation rule or accumul ator
periods. The system also names the components and accumul ators by appending a suffix to the element's
name.

For example, let's say you define the earning element named EARN1 with the following calculation rule:
EARNL1 = Rate x Unit

The system automatically creates two additional elements for the components in the calculation rule: arate
element called EARN1 RATE and a unit element called EARN1 UNIT. In Globa Payroll for Hong Kong,
all suffixesfall into one of the following types:

«  Separator.

»  Earnings and deductions and absence entitlement component suffixes.
» Earnings and deductions and absence entitlement accumulator suffixes.
» Deduction arrears component suffixes.

» Deduction arrears accumulator suffixes.

» Recipient suffixes.

Note. To view the suffixes used for Hong Kong, navigate to Set Up HRM S, Product Related, Global Payroll
& Absence Mgmt, System Settings, Element Suffixes.

Functional Area Codes

The following table contains the functional area codes used in the names of Hong Kong elements:

Functional Area Code Description

ABS Absence

ALV Annual leave

CM Areas common to multiple functional areas
DED Deductions

ERN Earnings

IRR Inland Revenue Reporting
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Functional Area Code Description
MLV Maternity Leave

MPF Mandatory Provident Fund

NPL No pay leave

oLV Other leave

PSLP Paydlips

SLV Sick leave

TER Terminations

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Defining General Element Information™

Element Type Codes (PIN_TYPE)

Many element types, particularly supporting elements, are identified by the type code in their name. For
example, the FM in MPF FM POST EEMNL1 identifies the element as aformula.

Y ou can see al the element types in the search page when you navigate to Set Up HRMS, Product Related,
Global Payroll & Absence Mgmt, System Settings, Element Types.Because not al element types are
delivered for Hong Kong, not al of these codes appear in the names of Hong Kong elements.

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Defining General Element Information™

Viewing Delivered Elements

PeopleSoft delivers a query that you can run to view the names of all delivered elements designed for Hong
Kong. Instructions for running the query are provided in the PeopleSoft Global Payroll 9.1 PeopleBook.

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How to View
Delivered Elements
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Archiving Data for Global Payroll for Hong Kong

PeopleSoft Global Payroll for Hong Kong generates alarge amount of result data. To keep the amount of
saved data manageable, it can be helpful to archiveit periodically. PeopleSoft PeopleTools delivers an
archiving tool called the Data Archive Manager. To aid you in archiving your result data using the Data
Archive Manager, PeopleSoft Global Payroll for Hong Kong delivers a predefined archive object
(GPHK_RSLT_ARCHIVE) and archive template (GPHKRSLT). The delivered archive template uses queries
that select data by calendar group ID (CAL_RUN_ID field).

Note. Please use extreme caution when making changes to delivered archive objects, queries, or templates.
Any modifications can result in the loss of important data.

See PeopleSoft Global Payroll 9.1 PeopleBook, "Archiving Data."
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Chapter 3

Setting Up Global Payroll for Hong Kong

This chapter discusses how to:

»  Process retroactive payments.

« Enter additional information for other features.

» Define trigger and segmentation events for Hong Kong.

 ldentify proration rules.

Processing Retroactive Payments

This section discusses the default retro method of forwarding and the ability to change it to the corrective
method.

The default retro method and the on conflict retro method for Hong Kong are both forwarding. Global Payrall
core application retro processing meets all requirements for processing retroactive paymentsin Hong Kong.

While forwarding retro is the default retro method for Hong Kong, you can still use the corrective retro
method. If you use corrective retro, ensure that all periods before the start of the current tax year (April 1 to
March 31) are forwarded to the current year. For example, if in May an employee was paid a backdated
increase for the period January to April, you can use corrective retro for the period in the current tax year
(April), but use forwarding retro for the period in the prior tax year (January to March).

Note. Some elements that have monthly limits, such as Mandatory Provident Fund elements, have
accumulators with corrective retro behavior. This ensures that cal culations are always based on an updated
accumulator. If you define accumulators with corrective behavior but then forward some deltas to the current
period that is contributing to this accumulator, verify that you end up with the correct numbers.

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Defining Retroactive Processing”

Entering Additional Information for Other Features

The following additional pages are used specifically for set up required for Global Payroll Hong Kong. They
are documented in full in their respective sections as shown in the following list:
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IR56 Report Data HK G; Setting Up Inland Revenue Reports.

» Tax Reference Number Dtls HKG; Setting Up Inland Revenue Reports.
» |IR56 Exchange Rate Defn HKG; Setting Up Inland Revenue Reports.

« Define IR56B/M Controls HKG; Setting Up Inland Revenue Reports.

» Overseas Concern Details HKG; Setting Up Inland Revenue Reports.

»  Source Bank Accounts HKG; Running Banking and Recipient Processing.
« Deduction Recipients HKG; Running Banking and Recipient Processing.
» Link to Pay Group HKG; Setting Up Paydlips.

+ Templates HKG; Setting Up Payslips.

*  Messages HKG ; Setting Up Paydlips.

See Also

Chapter 4, "Setting Up Inland Revenue Reports," page 21

Chapter 9, "Running Banking and Recipient Processes," page 103

Chapter 5, "Setting Up Paydlips," page 35

Defining Triggers and Segmentation Events for Hong Kong

This section discusses:
e Triggers.

« Segmentation events.

» Viewing delivered elements.

Triggers
Thefollowing isalist of triggers for Hong Kong:
Record (Table) Name Type Trigger Event ID
ADDRESSES Iterative NA
COMPENSATION Iterative NA
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Record (Table) Name Type Trigger Event ID
COMPENSATION Retro COMPENSATI
CONTRACT_DATA Iterative NA
EMPLOYMENT Iterative NA

GPAU_EE TAX_DTL Iterative NA
GPAU_GARN_DTLS Iterative NA
GPAU_LSL_HISTRY Iterative NA
GP_ABSEVT_SGPAU Iterative NA

GP_ABS EVENT Iterative NA

GP_ABS EVENT Retro GPABSEVENT
GP_ABS OVRD Iterative NA

GP_ABS OVRD Retro GPABSOVRD
GP_PI_MNL_DATA Iterative NA
GP_PI_MNL_DATA Retro GPPIMNLDAT
GP_PI_MNL_SOVR Iterative NA
GP_PI_MNL_SOVR Retro GPPIMNLSOV
GP_PYE_OVRD Iterative NA
GP_PYE_OVRD Retro GPPYEOVRD
GP_PYE_OVR_SOVR Iterative NA

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.
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Record (Table) Name Type Trigger Event ID
GP_PYE_OVR_SOVR Retro GPPYEOVRSO
GP_PYE_SECT_DTL Iterative NA
GP_PYE_SECT_DTL Retro GPPYESECTD
GP_RTO_TRGR Iterative NA
GP_RTO_TRG_CTRY Iterative NA
GP_SEG_TRGR Iterative NA

JOB Iterative NA

JOB Retro JOB

JOB Segmentation NA

JOB_JR Iterative NA

PERSON Iterative NA

PERS DATA_EFFDT Iterative NA
SCH_ASSIGN Iterative NA
SCH_ASSIGN Retro SCHASSIGN
SCH_MNG_SCH_TBL Iterative NA
TL_PAYABLE_TIME Iterative NA
WKF_CNT_TYPE Iterative NA
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See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Setting Up Triggers'

Segmentation Events

Thefollowing isalist of segmentation events for Hong Kong:

Setting Up Global Payroll for Hong Kong

Name Description Segment Type
COMPRATE Comp rate segmentation Element
GRADE Grade segmentation Element
JOB Job segmentation Period
See Also

PeopleSoft Global Payroll 9.1 PeopleBook, "Defining Segmentation”

Viewing Delivered Elements

PeopleSoft delivers a query that you can run to view the names of al delivered elements designed for Hong
Kong. Instructions for running the query are provided in the PeopleSoft Global Payroll 9.1 PeopleBook.

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How to View

Delivered Elements

Identifying Proration Rules

Five proration rules are available to the 15 supplied for al countries to meet Hong Kong's payroll processing
requirements. The following table lists the rules and indicates the numerator and denominator the rule uses:

Name

Description

Numerator

Denominator

OE PO 1SMTH

Proration for 13th mth pay

Formula
OE FM 13MTH PAY

Duration
OEDRDAYSIN YR

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.
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Name

Description

Numerator

Denominator

MPF PO 18TH BTHDAY

18th birthday proration

Duration
MPF DR BIRTHDAY

Duration
GP CAL DAY SPERIOD

MPF PO REVLNT INCM

Proration for relevant
income

Duration
MPF DR START DATE

Duration
GP CAL DAY SPERIOD

MPF PO 65TH BTHDAY

65th birthday proration

Duration
MPF DR 65 BTHDAY

Duration
GP CAL DAYS SEG

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Defining Calculation Elements," Defining Proration Rules
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Setting Up Inland Revenue Reports

This section provides an overview of the setup for Hong Kong Inland Revenue (IR56) reporting and discusses
how to:

» Link accumulatorsto report elements.

»  Set up employee departure details.

»  Set up principal employersfor part-time employees.
»  Set up employee housing quarter details.

»  Set up self-employment data.

«  Set up overseas concern details.

» Set up IR56B and IR56M starting sheet numbers.

»  Set up tax reference number details.

»  Set up exchange rate details.

Understanding Setup for Hong Kong Inland Revenue Reporting

Before you can generate, review, and print your Inland Revenue forms and reports, you must set up additional
report data. Employee departure details, housing and quarters details, tax reference numbers and employer
details are required for specific Inland Revenue reports. Y ou can also associate multiple payroll accumulators
with report elements, set up exchange rates and allocate starting sheet numbers.

Viewing Delivered Elements

The PeopleSoft system delivers a query that you can run to view the names of all delivered elements designed
for Hong Kong. Instructions for running the query are provided in the PeopleSoft Global Payroll 9.1
PeopleBook.

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How to View
Delivered Elements
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Linking Accumulators with Report Elements

Understanding Accumulator Usage in the IR56 Result Table

To link accumul ators to report elements, use the IR56 Report Data HKG (GPHK_IR56REP_SETUP)

component.

This section provides an overview of accumulator usage in the IR56 result table and discusses how to link
accumulators with report elements.

Y ou can select the payroll accumulators to link to specific IR56 report elements. During the data creation

process, the year to date (Y TD) balance amount is retrieved from the result table for the specific accumulators

that you associate with each report element. The IR56 result table contains the total amount for each
accumulator associated with each report element. Y ou can view and modify the amounts. Amounts for the
report element are grouped at the time of reporting (on the eectronic file and hard copy output).

Page Used to Link Accumulators with Report Elements

Page Name

Definition Name

Navigation

Usage

IR56 Report Data HKG

GPHK_IRS6REPT_TBL

Set Up HRMSS, Product
Related, Global Payroll &
Absence Mgmt, Reports,
IR56 Report Data HK G,
IR56 Report Data HKG

Associate payroll
accumulators with report
elements. You can link
accumulators to the report
element.

Linking Accumulators with Report Elements

22

Access the IR56 Report Data HKG page (Set Up HRMS, Product Related, Global Payroll & Absence Mgmt,
Reports, IR56 Report Data HKG, 1R56 Report Data HKG).
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IR56 Report Data HKG

IR56 Report Element: 01 Salary [ Wages

Report Element Details Find | view Al First KI 4 of 1 I | ast
Effective Date:  |01/01/2000 [ [+ =]
Accumulators associated with Report Customize | Find | View Al | B | 58  First £ 1.4 of 10 I Last
Element Hame *Operand
1 [BASSAL_FYTDA @, [Add | [+]|[=]
2 [BASHLY_FYTDA @, [add | [+]|[=]
3 [0T1.5_FYTDA @, [Add | [#] |[=]
4[SHNT1.2_FYTDA @, [Add a [+ |[=]
IR56 Report Data HKG page
IR56 Report Element Displays predetermined categories that appear in Inland Revenue reports.
Y ou can associate multiple accumul ators that must be reported against an
IR56 report element.
Accumulators Associated with Report Element
Element Name Select the payroll accumulatorsto link to the IR56 report el ement.

During the data creation process, the year to date (Y TD) balance amount is
retrieved from the result table for the specific accumulators that you
associate with each report element. The IR56 result table contains the total
amount for each accumulator associated with each report element. Y ou can
view and modify the amounts. Amounts for the report element are grouped
at the time of reporting (on the electronic file and hard copy output).

For example, when you associate three accumulators with the
Commission/Fees report element, the |R56 result table contains three rows
of data (one for each accumulator). At the time of reporting and printing,
the amounts from the three accumul ators are totaled and printed against the
Commission/Fees report element.
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Operand

See Also

Chapter 4

| dentify whether you want the accumulator to Add or Subtract when

resolving.

Accumulators always store amounts as positive values. However, to attach
an accumulator to areport element that is a negative amount, select
Subtract. Thisinforms the IR56 creation process that the amount associated
with the accumulator should be treated as a negative amount.

For example, the accumulator LWOP_FY TDA for the leave without pay
earning is attached to the Salary/Wages report el ement. The Payroll Result
table has an amount of 1200. When you select Subtract, the 1200 is reduced
from the total amount calculated for the Salary/\Wages report element.

PeopleSoft Glabal Payroll 9.1 PeopleBook, " Setting Up Accumulators®

Chapter 12, "Processing Inland Revenue Reports,”" Generating Inland Revenue Report Data, page 128

Chapter 12, "Processing Inland Revenue Reports," Reviewing and Maintaining |R56 Report Data, page 133

Chapter 12, "Processing Inland Revenue Reports,”" Page Used to Generate the IR56B Electronic File, page

139

Setting Up Employee Departure Details

This section discusses how to set up employee departure details.

Page Used to Set Up Employee Departure Details

Page Name

Definition Name

Navigation

Usage

Specify Departure Details
HKG

GPHK_DPRT_DTLS HKG

Globa Payroll & Absence
Mgmt, Payee Data,
Terminations, Specify
Departure Details HK G,
Specify Departure Details
HKG

Capture the departure
details of employees leaving
Hong Kong. This
information appearsin the
IR56G report. This
information applies only to
employees who are not
citizens of the country. It is
required when an overseas
employee is terminated.

Setting Up Employee Departure Details

Access the Specify Departure Details HKG page (Global Payroll & Absence Mgmt, Payee Data,

Terminations, Specify Departure Details HKG, Specify Departure Details HKG).
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Specify Departure Details HKG

William Lee Person ID:

KHOO01

*Reason for Departure:

Destination:
Other Reason for Departure;

Expected Return Date;

Date of Departure: 01/01/2000 |

ABW &, Aruba

Expatriate - Move j

E

Specify Departure Details HKG page

Date of Departure

Reason for Departure

Destination

Other Reason for Departure

Expected Return Date

See Also

Displays the date on which an employee is expected to depart the country.
This applies mainly to employees who come into the country for work and
leave after a specified duration.

Identify why the employee is leaving Hong Kong:
Expatriate - Move

Expatriate - Returning Home

Move to Another Country

Other
Thisinformation is required only for the IR56G report.

Select the country to which the employee is departing.

Enter adescription if the reason for departure is Other (reasons for
departure other than those specified by IRD).

Enter the employee's expected date of return to Hong Kong.

Appendix A, "Appendix: Global Payroll for Hong Kong Reports," page 169

Chapter 12, "Processing Inland Revenue Reports,” Generating |nland Revenue Report Data, page 128

Chapter 12, "Processing Inland Revenue Reports," Reviewing and Maintaining I|R56 Report Data, page 133

Chapter 12, "Processing Inland Revenue Reports," Generating the IR56B Electronic File, page 139
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Setting Up Principal Employers for Part-Time Employees

This section discusses how to set up principal employers for part-time employees.

Y ou can enter the name of the employee's principal employer, which is an organization or agency to which a
part-time employee actually belongs. The employee might be working for an organization but actually
employed by another (principal) organization. If the information is available, it must be reported in the
specific statutory report. Thisinformation is required only at the time of printing—it doesn't affect the data

creation process.

Page Used to Set Up Principal Employers for Part-Time Employees

Page Name

Definition Name

Navigation

Usage

Define PT EE Main
Employer HKG (define
part-time employee main

GPHK_PT_ER_HKG

Global Payroll & Absence
Mgmt, Payee Data, Define
PT EE Main Employer

Capture the name of the
principal employer for part-
time employees. |dentifies

employer HKG) HKG, Define PT EE Main | employees who are working
Employer HKG for one organization but are
actually employed by
another.
See Also

Appendix A, "Appendix: Globa Payroll for Hong Kong Reports,” page 169

Chapter 12, "Processing Inland Revenue Reports," Generating |nland Revenue Report Data, page 128

Chapter 12, "Processing Inland Revenue Reports,”" Reviewing and Maintaining I|R56 Report Data, page 133

Chapter 12, "Processing Inland Revenue Reports,”" Generating the IR56B Electronic File, page 139

Setting Up Employee Housing Quarters Details

This section discusses how to set up employee housing quarter details.

Quarters are housing provided to employees by their employer. This benefit can be provided to local
employees and expatriates. If employees are provided with housing quarters, the details must be reported on

IR56 reports. Thisinformation isrequired only at the time of printing—it doesn't affect the data creation

process.

26
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Pages Used to Set Up Employee Housing Quarters Details

Page Name

Definition Name

Navigation

Usage

Specify Housing Quarters
HKG

GPHK_EMPL_QTRS

Global Payroll & Absence
Mgmt, Payee Data, Specify
Housing Quarters HKG,
Specify Housing Quarters
HKG

Capture housing quarter
information.

Specify Housing Quarters
HKG - Edit Address

EO_ADDR_HKG_SEC

Click the Edit Address link
on the Specify Housing
Quarters HKG page.

Enter or update the address
details for the housing
quarter. Y ou can enter the
area code, district, and

address 1 - 3.

Setting Up Employee Housing Quarters Details

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.

Access the Specify Housing Quarters HKG page (Global Payroll & Absence Mgmt, Payee Data, Specify
Housing Quarters HK G, Specify Housing Quarters HKG).
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Specify Housing Quarters HKG

William Lee Person ID: KHOO01
Employee Residence Quarters Details Find | View Al First K1 4.0f4 I | ast
| Copy Home Mdress' E|
*Quarters Number: |_1 : _ :
Country: HKG OQ Hong Kong
Address: RM 4 7iF . Edit Address
BLE, SUI LAM ESTATE ) )
SIMLAM

Mew Territories, SHATIM

Monthly Rent: ™ Refund of Rent
Occupancy Begin Date: El Occupancy End Date: l

Hature of Quarters: |
Amount Paid By
Employer to Landlord: Employer to Employee:;

Employee to Landlord: Employee to Employer:

Yearly Amount Paid By
Employer to Landlord: Employer to Employee:
Employee to Landlord: Employee to Employer:

Specify Housing Quarters HKG page

Employee Residence Quarters Details

Quarters Number Displays arunning serial number that enables you to enter multiple quarter
information for a single employee.

A maximum of two housing quarters (for each employee) are reported on
the IR56 reports. Which two rows are reported depends on the occupancy
end date.

If an employee was provided with housing quarters at more than two
locationsin atax year, a separate IR56B identifying the housing details
must be reported. This additional report must contain the additional housing
information (above the two locations).

Y ou can enter information for more than two quarters per employee.
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Country, Address, Copy
Home Address, and Edit
Address

Monthly Rent
Refund of Rent

Occupancy Begin Date and
Occupancy End Date

Nature of Quarters

Amount Paid By

Employer to Landlord,
Employer to Employee,
Employeeto Landlord, and
Employeeto Employer

Yearly Amount Paid By
Employer to Landlord,
Employer to Employee,
Employeeto Landlord, and

Employeeto Employer

See Also

Setting Up Inland Revenue Reports

Click the Copy Home Address button to populate the Address field from
personal data. Thisis the address where the quarters are located. To change
the default address details, click the Edit Address link to access the Edit
Address page.

Enter the monthly rent amount here.
Select this check box if the employee has received arent refund.

Enter the dates on which the employee started and stopped occupying the
quarters.

When processing the data, the system selects the last two rows of housing
quarter information. The information is reported if the period of occupation
is during the tax year being processed.

Housing quartersinformation is reported only if the occupancy dates
overlap the processing period.

Housing quarters information that does not have an occupancy end dateis
selected. Additionally, the occupancy end date that is closest to the period
end date is also selected. (For IR56B and IR56M the period end date isthe
end of thetax year, while for IR56F and IR56G, the period end dateisa
value that you enter in the run control record.)

Enter text describing the quarters.

Enter the monthly amount paid by specific people for an employee
occupying the housing quarters. This could be arent refunded to the
employee or employer or paid to the employee's landlord. These amounts
are reported on the IR56 reports. This amount displays on the IR56 reports.

Enter the yearly amount paid by specific people for an employee occupying
the housing quarters. This could be arent refunded to the employee or
employer or paid to the employee's landlord.

Appendix A, "Appendix: Globa Payroll for Hong Kong Reports,” page 169

Chapter 12, "Processing Inland Revenue Reports," Generating |nland Revenue Report Data, page 128

Chapter 12, "Processing Inland Revenue Reports," Reviewing and Maintaining |R56 Report Data, page 133

Chapter 12, "Processing Inland Revenue Reports," Generating the IR56B Electronic File, page 139
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Setting Up Self-Employment Data

Under the provisions of the Hong Kong Business Registration Ordinance, a new business undertaken by an
individual or a partnership must be registered with the Business Registration Office within one month of its
commencement. If the employee is self-employed, you can enter their employer (trading) name and the
business registration number.

Page Used to Set Up Self-Employment Data

Page Name Definition Name Navigation Usage

Define Self Employed Data
HKG

GPHK_IR56_ER HKG

Global Payroll & Absence
Mgmt, Payee Data, Define
Self Employed Data HK G,
Define Self Employed Data

Capture self-employment
(employer) detailsincluding
their employer (trading)
name and the business

HKG registration number. This
information is crucial for
the IR56M report.

See Also

Appendix A, "Appendix: Global Payroll for Hong Kong Reports,” page 169

Chapter 12, "Processing Inland Revenue Reports," Generating Inland Revenue Report Data, page 128

Chapter 12, "Processing Inland Revenue Reports,”" Reviewing and Maintaining I|R56 Report Data, page 133

Chapter 12, "Processing Inland Revenue Reports," Generating the IR56B Electronic File, page 139

Setting Up Overseas Concern Details

To set up overseas concern details, use the Overseas Concern Details HKG (GPHK_OVSEAS CNCRN)
component.

Y ou can create an identifier and enter the name of the overseas concern (outside Hong Kong). If the
employee received an amount from an overseas concern, you must report the name and address of the
organization that made the payment. Y ou can enter the amount paid by the overseas concern on the IR56
Monetary Details page.
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Page Used to Set Up Overseas Concern Details

Page Name Definition Name Navigation Usage
Overseas Concern Details | GPHK_OVSEAS_CNCRN Set Up HRMS, Product Capture overseas concern
HKG Related, Global Payroll & | detailsincluding their name

Absence Mgmt, Reports, and address.
Overseas Concern Details
HKG, Overseas Concern
Details HKG

See Also

Appendix A, "Appendix: Global Payroll for Hong Kong Reports,” page 169

Chapter 12, "Processing Inland Revenue Reports," Generating Inland Revenue Report Data, page 128

Chapter 12, "Processing Inland Revenue Reports," Reviewing and Maintaining |R56 Report Data, page 133

Chapter 12, "Processing Inland Revenue Reports," Generating the IR56B Electronic File, page 139

Chapter 12, "Processing Inland Revenue Reports,” Maintaining IR56 Monetary Details, page 136

Setting Up IR56B and IR56M Starting Sheet Numbers

Y ou can enter the starting sheet number that is allocated to each of the employees for each pay entity in the
tax year that you are reporting. The IR56B and IR56M reports include a sheet number (or serial number) that
identifies the report for each employee when it is sent to the Inland Revenue Department. Legislation requires
that sheet numbers for IR56B should start with 000001 and with 900001 for IR56M .

The datain the underlying table is created during the IR56B/M cresation process. When you run the process, it
determines whether a serial number exists for the selected pay entity and tax year. If a number is not found,
the system creates a row with the default value of 0 for IR56B and 900000 for IR56M.

Y ou can then reset the values if you have been testing the creation process and want to regenerate the data for
the final time using the correct starting sheet number.

Note. If the pay entity is paying its employeesin aforeign currency (and you are generating a manual
IR56B), set the starting number for IR56B to 900000.
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Page Used to Set Up IR56B and IR56M Starting Sheet Numbers

Page Name

Definition Name

Navigation

Usage

Define IR56B/M Controls
HKG

GPHK_IR56_CONTROL

Global Payroll & Absence
Mgmt, Year-End
Processing, Define
IR56B/M Controls HKG,
Define IR56B/M Controls
HKG

Set up starting sheet
numbers that identify the
IR56 document for each
employee when it is sent to
the IRD. You can set the
starting number for the
IR56B and IR56M reports.

See Also

Appendix A, "Appendix: Globa Payroll for Hong Kong Reports,” page 169

Chapter 12, "Processing Inland Revenue Reports," Generating |nland Revenue Report Data, page 128

Chapter 12, "Processing Inland Revenue Reports," Reviewing and Maintaining |R56 Report Data, page 133

Chapter 12, "Processing Inland Revenue Reports,” Generating the IR56B Electronic File, page 139

Chapter 4, "Setting Up Inland Revenue Reports,” page 21

Setting Up Tax Reference Number Details

32

To set up tax reference number details, use the Tax Reference Number Dtls HKG (GPHK_TAXREF_TBL)

component.

IR56 reports run by tax reference number, which has a major impact on the way the system creates and stores
IR56 data. For every employee attached to the pay entity (sharing the tax reference number), the system
combines amounts for each year to date element by currency code and stores them in the IR56 result tables.
After the process is completed, you can use the IR56 Monetary Details page to enter adjustments to reflect the

amount that should be reported on the IR56 documents.

The system captures the contact name, employer number and designation by tax reference number and
retrieves the information from the GPHK_TAXREF_TBL.
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Page Used to Set Up Tax Reference Number Details

Page Name

Definition Name

Navigation

Usage

Tax Reference Number Dtls
HKG

GPHK_TAXREF_TBL

Set Up HRMSS, Product
Related, Global Payroll &
Absence Mgmt, Reports,
Tax Reference Number Dtls
HKG, Tax Reference
Number DtIsHKG

Maintain tax reference
number details required for
IR56 reporting. Y ou can
enter a new tax reference
number, create a
description, select a
signatory, and link multiple
pay entities to the tax
reference number. A
primary indicator check box
also enables you to select
the main pay entity for the
tax reference number.

See Also

Appendix A, "Appendix: Globa Payroll for Hong Kong Reports,” page 169

Chapter 12, "Processing Inland Revenue Reports," Generating |nland Revenue Report Data, page 128

Chapter 12, "Processing Inland Revenue Reports," Reviewing and Maintaining |R56 Report Data, page 133

Chapter 12, "Processing Inland Revenue Reports,” Generating the IR56B Electronic File, page 139

Chapter 4, "Setting Up Inland Revenue Reports,” page 21

Setting Up Exchange Rate Details

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.

To set up exchange rate details, use the IR56 Exchange Rate Defn HKG (GPHK _IR56_EXCH_TBL)

component.

Every year the Inland Revenue Department releases a date that you should use as areference point for all
currency conversion for IR56 reporting. If your organization pays its employeesin a currency other than the
local currency (HKD), you can maintain the conversion rate and the date used by the IR56 process. The IR56
Exchange Rate Definition page enables you to maintain currency details for a given tax year. The system uses
these details for currency conversion when generating IR56 details.
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Page Name

Definition Name

Navigation

Usage

IR56 Exchange Rate Defn
HKG

GPHK_IR56_EXCH_TBL

Set Up HRMSS, Product
Related, Global Payroll &
Absence Mgmt, Reports,
IR56 Exchange Rate Defn
HKG, IR56 Exchange Rate
Defn HKG

Maintain currency details
for agiven tax year. The
details are used for currency
conversion when generating
IR56 details. For a specific
tax year you can enter arate
type and the date from
which the rate will apply.

See Also

Appendix A, "Appendix: Global Payroll for Hong Kong Reports,” page 169

Chapter 12, "Processing Inland Revenue Reports," Generating Inland Revenue Report Data, page 128

Chapter 12, "Processing Inland Revenue Reports," Reviewing and Maintaining |R56 Report Data, page 133

Chapter 12, "Processing Inland Revenue Reports," Generating the IR56B Electronic File, page 139

Chapter 4, "Setting Up Inland Revenue Reports," page 21
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Setting Up Payslips

This document provides an overview of paydlips, lists common elements, and discusses how to:
» Create paydip templates.

» Attach paydlip templates to pay groups.

» Create paydip messages.

Understanding Payslips

The design of the paydlip feature enables you to create and control payslips so that they display the data that
you want and in the format that you want. Y ou can override templates at lower levels, so you do not haveto
create multiple templates to cover every paydip scenario that you may have.

See Also

Chapter 10, "Printing and Viewing Payslips," page 119

Viewing Delivered Elements
The PeopleSoft system delivers aquery that you can run to view the names of all delivered elements designed
for Hong Kong. Instructions for running the query are provided in the PeopleSoft Global Payroll 9.1
PeopleBook.
See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How to View
Delivered Elements

Description of Processes in Payslip Job
The Payslip page launches a Job (GPKKPY SL) containing two processes in sequence:

1. The Structured Query Report (SQR) GPHKPY 01 prints the payslip report and provides self service
related information for ePay if ePay is licensed.
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2. The GP_EPAY Application Engine process uses the paydlip report and self service related information

provided by the prior processes in this job to create self-service paydlips for each payee.

If ePay is not licensed, this process will report that ePay has not been licensed and will complete with
success.

See Also

PeopleSoft ePay 9.1 PeopleBook, "Managing Pay Information for Global Payroll,” Setting Up View Paydlip

Common Elements Used in This Chapter

Sequence Determines the order in which the paydlip elements appear. They appear in

ascending order.

Element Name The earning, deduction, or absence element name from its name pageinits

respective component.

Creating Payslip Templates

To create paydlip templates, use the Templates HKG (GPHK_PSLP_SETUP) component.

This section provides an overview of paydlip templates and discusses how to:

Set up paydlip templates and accumulators.
Set up paydlip earnings and deductions.
Set up paydlip absence details.

Understanding Payslip Templates

36

When designing paysdlips, you can:

Set the accumulator column labels.

Select the accumulators to appear under the column labels.

Create unlimited numbers of rows of accumulators and set the sequence in which they appear.
Create unlimited sections for earnings and deductions.

Select the absence types that appear.

Use standard or customized element descriptions.

Set delivery options.
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Pages Used to Create Payslip Templates

Setting Up Payslips

» Exclude departments or locations from printing at setup level, but override those exclusions at run time.

Page Name Definition Name Navigation Usage
Accumulators GPHK_PSLP Set Up HRMSS, Product Set up delivery and print
Related, Global Payroll & | exclusion options, column
Absence Mgmt, Paydlips, headings (Iabels), and
Templates HKG, column contents (rows of
Accumulators accumulators).
Earnings and Deductions GPHK_PSLP1 Set Up HRMSS, Product Create sections of earnings
Related, Global Payroll & | and deductions, select from
Absence Mgmt, Paydlips, three description options,
Templates HKG, Earnings | and set the element
and Deductions components (from the
calculation rule) that the
payslip displays.
Absence Details GPHK_PSLP2 Set Up HRMSS, Product Add absence entitlements

Related, Global Payroll &
Absence Mgmt, Paydlips,

Templates HKG, Absence
Details

and absence pro rata
elements. The paydlip
displays the current balance
of the entitlement or pro
rata.

Setting Up Payslip Templates and Accumulators
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Access the Accumulators page (Set Up HRMS, Product Related, Global Payroll & Absence Mgmt, Paydlips,
Templates HKG, Accumulators).
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Earnings and Deductions Absence Details

PayslipIlD:  KHHKGO01

Payslip Template Definition Find | View Al First Kl 1071 D Last
“Effective Date: |01/01/2000 [5] *Description: |Samp|e Payslip Short Description: [Sample Pay H=
*Delivery Option: [Home Address =] *Exclude Printing: | None = Department List  Location List

Accumulator Labels
Column 1 Column 2 Column 3 Column 4 Column 5 Column 6
|cRo=S [NET | | | |
Accumulator Elements Customize | Find | H | i First 4] 1-2 of 2 b | Last

Sequence Description *Accumulator 1 *Accumulator 2 *Accumulator 3

| 1| [Pay Period [crOSS @, [NET @ | @ |[H|E=

| 2 |[Year To Date [YTD AC EARNING @, [yTD AC NET @ | @ ([H[=

Accumulators page

Note. Select the tabs that are in the scroll areato access additional views of this page. Fields that are common
to all views are documented first.

Payslip ID Select an ID to attach a single template to multiple pay groups.

Note. Only one template can be attached to a pay group at one time.

Payslip Template Definition

Delivery Option Determines where the hardcopy paydlips are sent. Select from alist of
internal type addresses, such as department or location, or external
addresses, such as home address and mail address, which are recorded in
the payee's personal data record.

Note. Use the Paydlip Delivery Option HKG page to override the delivery
destination of the printed paydlip from the default delivery option that you
select here. The Paydlip Delivery Option HKG pageis effective-dated to
enable you to override the delivery option for a period of time.
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Setting Up Payslips

Exclude Printing, Select Location or Department to exclude the printing of specific
Department List, and departments or locations on your payslips. The corresponding links then
Location List become available and enable you to select the specific departments or

locations that you don't want to display on the payslips during the print
process. Y ou can select multiple locations or departments.

If you want to print alocation or department that you previously excluded,
you can override this on the Create/Print Payslips HK G page before you run
the print process.

Note. If you enter a pay entity as the reprint option on the Create/Print
Paydlips HKG page and you exclude alocation that is part of that pay
entity, it is not printed.

Accumulator Labels

Enter the column heading labels for the accumulators that appear across the page on the printed payslip.

Accumulators 1to 3 Tab

Access the Accumulators 1 to 3 tab.

Sequence Enter a sequence number to set the order in which the accumulators appear.
They appear in ascending order.

Description Enter a description of each accumulator row.

Accumulator 1, Accumulator Select the accumulators to display for the corresponding column.
2, and Accumulator 3 Accumulator 1 values appear under the column 1 label, accumulator 2
values appear under the column 2 label, and so on.

For example, you might have already have entered a description of
sequence 1 and 2 as current and year to date. If you also want to display
quarter-to-date accumulated amounts, you must create a new row, give the
new row the description value of QTD, and select the accumulators that
correspond to the column headings (labels).

Accumulators 4to 6 Tab
Access the Accumulators 4 to 6 tab.

Set up accumulators 4 to 6 on this tab. Thisis the same as the Accumulators 1 to 3 tab, except that it doesn't
have sequence or description fields because the same sequence number and description apply to all six
accumulators in the row.

Accumulators on Printed Payslips

The following diagram shows how column labels, sequences descriptions, and accumulator numbers work
together on the printed payslip:
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Column 1 Label Column 2 Label Caolumn 3 Label Continued
Sed 1 Description Accum 1, Seq 1 Accum 2, Seq 1 Accum 3, Seq 1
Seq 2 Description Accum 1, Seq 2 Accum 2, Seq 2 Accum 3, Seq 2
Sed 3 Description Accum 1, Seq 3 Accum 2, Seq 3 Accum 3, Seq 3
Continued

Columns and rows on the payslip in the Pay Summary region

See Also

Chapter 10, "Printing and Viewing Paydips," Overriding Payslip Delivery Options, page 121

Setting Up Payslip Earnings and Deductions

Access the Earnings and Deductions page (Set Up HRMS, Product Related, Global Payroll & Absence Mgmt,
Paydlips, Templates HKG, Earnings and Deductions).
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( Accumulators | EIDEEUCIE IRl (| Absence Details |

PaysliplD: KHHKGO1

Paysiip Template Definition Find | view Al First Kl 101 I ast
Effective Date:  01/01/2000 Description: Sample Payslip Short Description: Sample Pay =1
Se'quenoe:’_‘1 D(-)scri|:|1ion:|E"‘\F”"|”\“38 [~ MPF Section =
Customize | Find | B8 | 3 Fist X 1-22 07 22 I Last
" Element Components |
m":e"r"e Element Name Display YTD Units Display YTD Amount
| 1 |BAassAL @ ¥ 72 ==
| 2 [BasHLY @ |7 ™ =
| 3 [oT1s @ = ¥ =
| 4 [oTFiX SN~ 72 =
| 5 |[sHNT13 @ ¥ ¥ =
| 6 [SHNTFIX ENT ~ =
| 7 [TrPHOON @ = W =
| 8 [BLCKRAIN o = ¥ =
| 9 [MEAL Q m 2 =
| 10/ [MOBILE @ W 2 =
| 1 [HsiNG o W Vv =
| 12| |[GRA Qo W ~ =
| 13 [13MTHPAY @ = 72 =
| 14/ [cAsHADY @ = W~ =
| 15 [MEALREIM aQ m W = =
Earnings and Deductions page: Element Details tab
Common Page Elements
Description Y ou can create and name an unlimited number of sections. Create each

section by entering a sequence number for it and a name, such as earnings.

Y ou can determine the sequence for the individual earning and deduction
elements that appear under these sections.

M PF Section (mandatory Select to display the following mandatory provident fund (MPF) details on
provident fund section) payslips:

« Employer mandatory contribution period.
» Employee mandatory contribution period.
« Total base on which MPF was cal cul ated.
« Contribution pay date to trustee.

All of the related information is stored and retrieved from the M PF result
table (GPHK_MPF _RSLT).
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Element Details Tab

Access the Element Detail s tab.

Display YTD Units(display  Select these check boxes to have the year-to-date units and amounts for
year-to-date units) and Display each element appear in the payment details region under the heading Year
YTD Amount (display year-to- to Date Values.

date amount)

Element Components Tab

Access the Element Components tab.

Description Type and Y ou can create a custom description of each element. Select the following
Description values for each element:

Custom: A field becomes available that enables you to change the default
name of the element. For example, Basic Salary 1.

Description: The default element description appears. For example, Basic
Slary.

Element Name: The default system element name appears. For example,
BASSAL.

Print Base, Print Percentage, These check boxes represent the components of the calculation rule for the

Print Rate, and Print Unit element. Select the components to show for each earning or deduction on
the component. Y ou can select only the components that are in the
calculation rule for the element. For example, for earnings with the
calculation rule (unit) x (rate), only the unit and rate check boxes are
available for entry.

If the component is not in the cal culation, the check box is cleared and
unavailable for selection.

Note. The amount always appears, so it isn't an option here.

Setting Up Payslip Absence Details

42

Access the Absence Details page (Set Up HRMS, Product Related, Global Payroll & Absence Mgmt,
Paydlips, Templates HKG, Absence Details).
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Accumulators Earnings and Deductions

PayslipID:  KHHKGO01

Effective Date:  04/01/2000 Description: Sample Payslip Short Description: Sample Pay #I[=]
B
*Sequence Element Hame *Description Type Description
1 |ALV GEML ENT 0, |Descripti0n ﬂ Genl Annual Leave Entitliement ﬂ ﬂ
2 ||ALV STAT ENT 0, |Descripti0n ﬂ Stat Annual Leave Entitlement ﬂ ﬂ
3 |[SLV SICKENT 0, |Descripti0n ﬂ Sick Leave Entitlerment ﬂ ﬂ

Absence Details page

Select the absence elements to display in the absence section of the payslip and the sequence in which these
elements appear.

Use this page the same way that you use the Earnings and Deduction page. Enter a sequence number and an
element name, and select one of three descriptions.

Attaching Payslip Templates to Pay Groups
To attach payslip templates to pay groups, use the Link to Pay Group HKG (GPHK _PY GRP_PSLP)

component.

This section discusses how to attach paydip IDs to pay groups.

Page Used to Attach Payslip Templates to Pay Groups

Page Name Definition Name Navigation Usage

Link to Pay Group HKG GPHK_PYGRP_PSLP Set Up HRMSS, Product Attach the paydlip template
Related, Global Payroll & | to pay groups.

Absence Mgmt, Paydlips,
Link to Pay Group HKG,
Link to Pay Group HKG

Attaching Payslip IDs to Pay Groups

Accessthe Link to Pay Group HKG page (Set Up HRMS, Product Related, Global Payroll & Absence Mgmt,
Paydlips, Link to Pay Group HKG, Link to Pay Group HKG).
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Link to Pay Group HKG

Pay Group: G1BMED Banking Interfaces Test Paygro
Effective Date: 04/01/2004
Payslip ID: KHHKGO1 @, Sample Payslip

Link to Pay Group HKG page

Paydlip 1D After you create the paydlip, attach the template to pay groups.

Note. Y ou can only attach one template to a pay group at one time.

See Also

Chapter 5, "Setting Up Paydlips,” Creating Payslip Templates, page 36

Creating Payslip Messages

To create payslip messages, use the Messages HKG (GPHK_PSLP_MSG) component.

This section discusses how to create paydlip messages.

Page Used to Create Payslip Messages

Page Name Definition Name Navigation Usage

Messages HKG GPHK_PSLP_EXT +  Set Up HRMS, Product | Create payslip messages
Related, Global Payroll and control who receives
& Absence Mgmt, the messages.

Paydlips, Messages
HKG, Messages HKG

e Global Payroll &
Absence Mgmt,
Paydlips, Add Paydlip
Messages HKG,
Messages HKG

Creating Payslip Messages

Access the Messages HKG page (Set Up HRMSS, Product Related, Global Payroll & Absence Mgmt,
Paydlips, Messages HK G, Messages HKG).
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Messages HKG

Calendar Group ID: GHO4MO4APR APR 2004 Monthly (Core)

Message Humber:

*Message Level: Al

Group IDx: I

Group List ID: I

Message:

Messages HKG page

Y ou can configure text messages that appear on payslips and select the recipient level to which the messageis
distributed. Y ou can select the following recipient levels.

« All employeeswho are identified in the calendar group.
« All payees who are associated with agroup build ID.

« Employeeswho are in a specific employeelist.

M essage Number Enter the message ID that the system uses to receive the correct message
for the correct payees. Arrays and formulas combine to retrieve the correct
message. Y ou can enter multiple numbers for multiple messages.

Message Level and Group ID  Select the recipient of the message:
All: All payeesthat areidentified in the calendar group.

Group: All payees that are included in agroup that is built by using the
Group Build Definition featurein HR (called VC Group Build in Variable
Compensation). If you select this value, the Payee Message link becomes
unavailable for selection and you can select agroup ID.

The HK AR GRP BLD ID array extracts all employees that exist for the

group build 1D that might also exist for the calendar group ID. This array
uses the processing formulaHK FM GRP BLD ID. The array extracts al
employees from the Group Build result table (GB_GRP_RES TBL).

Group List: All payeesthat arein alist that is built by using the Global
Payroll Group List feature. If you select this value, the Payee Message link
becomes available for selection.
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M essage Enter the text of the message that is to appear on selected payslips.

Note. The HK AR PSLP MSG writable array extracts the paydip message
level and message. It uses the processing formulaHK FM PSLP M SG,
which retrieves the correct message for the correct calendar group ID. This
array extracts all fields from the paydlip message record
(GPHK_PSLP_MSG) and writes the message to the writable array result
table (GPHK_PSLP_RSLT). The writable array stores data from certain
system elements, such as the pay period to and from dates and payslip

Messages.
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Defining Earnings

This chapter provides overviews of earningsin Hong Kong, subsetting, and delivered earning elements, and

discusses how to:

Calculate basic salary earnings.

Calculate basic hourly earnings.

Cadlculate overtime earnings.

Calculate shift allowance earnings.

Calculate typhoon and black rain allowances.
Calculate meal alowances.

Calculate meal reimbursement.

Calculate mobile phone and pager allowances.
Calculate housing allowance.

Calculate rent reimbursement.

Calculate education allowances.

Calculate gratuity earnings.

Calculate the thirteenth month pay.

Calculate cash advances.

Calculate holiday allowances.

Calculate annual leave pay.

Calculate sick leave pay.

Calculate maternity leave allowance.
Calculate absence and termination earnings.
Calculate amount earnings.

Calculate wagesin lieu of notice.

Calculate Mandatory Provident Fund (MPF) earnings.

Calculate rolling average earnings.
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«  Control the maximum frequency amount.
« Control earnings maximum or goal amount.
» Schedule earnings using generation control.

» Calculate relevant statutory entitlements

Understanding Earnings in Hong Kong

PeopleSoft has created severa earnings to demonstrate the flexibility of the Global Payroll rules to meet
common processing requirements. The following sections discuss:

»  Waysthat you can use earning and supporting elements to produce the desired results.

» How PeopleSoft meets specific earning processing requirements.

Note. User keys enable you to track an accumulator at levels lower than the employee record. This directsthe
system to maintain different accumulated numbers for each of the locations where employees work. User key
1 for al earnings on the Earnings Accumulators pageis PAY ENTITY. (Thisisrequired by Inland Revenue
Reporting.) User key 2 for all year-to-date accumulatorsis CM VR BAL GRP ID (balance group 1D).

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Defining Earning and Deduction Elements"

Viewing Delivered Elements
The PeopleSoft system delivers a query that you can run to view the names of all delivered elements designed
for Hong Kong. Instructions for running the query are provided in the PeopleSoft Global Payroll 9.1
PeopleBook.
See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How to View
Delivered Elements

Understanding Subsetting

Subsetting enables a group of earnings to be paid for a calendar. For example, during aregular calendar run,
you commonly pay basic salary and other earnings. In a 13th month off-cycle calendar run, you are required
to pay only 13th month pay.
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A variableis overridden at the calendar level. The variable contains the subset type. A formula determines
whether the variable is for a subset type such as 13th month pay. The formulais attached to the process list

condition and the section resolves if the formulais true.

The 13th month pay formulaCM FM 13MTH SUBSET resolvesiif the variable CM VR SUBSET TYPE is
13MTH (for 13th month pay).

Thevariable CM VR SUBSET TY PE stores the calendar subset type. Y ou attach the variable on the calendar
override page and assign it the appropriate run. The variable is used in a section conditional formulato
resolve the section based on the calendar. For example, to run aregular subset type, assign the value
REGULAR to the variable. If you run an off-cycle 13th month pay run, assign the value 13 MONTH to the
variable. Only the 13th month section is resolved.

See Also

Chapter 6, "Defining Earnings," Calculating the Thirteen Month Pay, page 59

Understanding Delivered Earning Elements

In the following table, the first column combines the name and description of the earning. A (GC) in the row
indicates that the earnings have a generation control. The other four columns indicate the earning cal culation
rule of Unit x Rate, Unit x Rate x Percent, or Amount. The formulas used for some of the earnings are

discussed in further detail. (SE) indicates a system element, and (N) indicates numeric.

Name and Unit Rate Base Percent Amount
Description

Regular Pay

BASSAL Basic COMPRATE
sdary

BASHLY Basic Payee Level HOURLY RT

hourly (SB)

Overtime

OT1.5 Overtime Payee Level HOURLY RT 150

1.5x (SE)

OTFIX Overtime Payee Level 200 (N)

fix

Shifts
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Name and
Description

Unit

Rate

Base

Percent

Amount

SHNT1.3 Shift
1.3x

Payee Level

HOURLY RT
(SE)

130 (N)

SHNTFIX Shift fix

Payee Level

200 (N)

Allowances

TYPHOON
Typhoon
alowance

Payee Level

HOURLY RT
(SE)

200 (N)

BLCKRAIN Black
rain alowance

Payee Level

HOURLY RT
(SE)

200 (N)

MEAL Med
alowance

2000 (N)

MEALREIM Mea
reimbursement

Payee Level

MOBILE Mobile
and pager
allowance (GC)

250 (N)

HSING Housing
alowance

ALW FM
HOUSING

RENTREIM

Rent
reimbursement

Payee Level

EDALLOW

Education
allowance (GC)

Payee level

GRA
Gratuity (GC)

Payee Level
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Name and Unit Rate Base Percent Amount
Description
13MTHPAY OEFM 100 (N)
13th month 13MTH BASE
payment (GC)
CASHADV BASSAL Payee Level
Cash advance (GC)
HOLIDAY PAY HOLIDAY EOFM AVG
Holiday Allowance | FM DYS DLY WGE
(GO
ANN LVE PAY Payee Level EO FM ANN
Annual Leave Pay LV WG
SCK LVE PAY Payee Level EO FM SCK 80 (N)
Sick Leave Pay LV WG
MLV LVE PAY Payee Level EO FM MAT 80 (N)
Maternity Leave LV WG
Allowance
Leave (Absence)
DY WAGE 80 Payee Level CM FM 80 (N)
80 t of dail DAILY
percent of daily WAGE
wages
LWOP Payee Level DAILY RT 80 (N)
L eave without pay (SE)
LWOP2 Payee Level HOURLY RT
L eave without pay
for hourly rates
SEV/LSP TERFM LSP
PAYMT

Severance and long
service

Termination
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Name and Unit Rate Base Percent Amount
Description
ANN LIEU Annual TERFM ALV CM FM
leavein lieu BAL DAILY
WAGE
TER 13TH PAY TER FM 100 (N)
13th payment 13TH PAY
termination
NOTICE WAGE Payee Level EO FM
Wagein lieu of NOTICE
notice WAGE

Calculating Basic Salary Earnings

Basic salary (BASSAL) isan earning element with aflat amount that is paid at the earning level only. Basic
sdary is paid once per month for permanent employees, in the first month for new hires, and in the last month
for terminated employees.

The calculation rule is Amount which is the system element COM PRATE—the monthly compensation rate of
the payee.

The system uses pay group proration whenever there is a partial period or when a pay rate change occurs
during the pay period. Following are examples of the partial basic salary earning calculation:

Example 1

An employeeis hired on February 20, 2000 with asalary of 1000 HKD. The basic salary is calculated as:
10/ 29 x 1000 = 344.83

Example 2

If an employee salary increases to 1200 HKD effective March 18, 2000, then the March basic salary is
calculated as:

(17 /31 x 1000) + (14 / 31 x 1200) = 548.39 + 541.94 = 1090.33

Calculating Basic Hourly Earnings

Basic hourly earning (BASHLY) is the monthly income for hourly employees. It is paid once per pay period
to the entire hourly pay group. The system uses the hourly rate to calculate monthly income for hourly
employees.
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The calculation ruleis Unit x Rate:

+ Unit isthe number of hours worked.

+ Rateisthe system variable HOURLY RT.

Hourly rateis calculated from the compensation rate of the employee. The number of hoursis entered at the

positive input level. When a pay rate change occurs during the pay period, the system variable returns the
correct hourly rate.

Calculating Overtime Earnings

Two earning elements exist for overtime:

» OTLl5cdculationruleis used to pay time-and-a-half.

« OT FIX caculation ruleis used to pay afixed amount of 200 HKD.

OT1.5 Calculation Rule
The overtimerate is 1.5 times the standard hourly rate.
The OT1.5 calculation rule is Unit x Rate x Percent:
« Unitisthe number of overtime hours at the payee level.
+ Rateisthe system variable HOURLY RT.
+ Percentis 150.

Example

If an employee worked 7.5 overtime hours and the standard hourly rate is 400 HKD, the overtime payment is
calculated as:

7.5%x 1.5 % 400 = 4500

OT FIX Calculation Rule

Employees who work overtime and |eave the office after 21:00 hours are paid a fixed amount of 200 HKD.

The OT FIX calculation ruleis Unit x Rate:

» Unitisthe number of days that the employee worked overtime and left after 21:00 hours, determined at
the payee level.

« Rateisafixed numeric value of 200 HKD.
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Example

If an employee worked three days overtime and |eft the office after 21:00, the overtime payment is cal culated
as.

3 x 200 = 600

Enter unit amounts for overtime earnings using positive input. In Hong Kong, the overtime payment for the
previous month might be paid in the current month. When the pay date is afew days before the pay period
end date, the overtime hours between the pay date and pay period end date are unknown. Consequently, when
overtime earnings for a previous month are paid in the current period, the system treats it as retroactive pay.

Calculating Shift Allowance Earnings

Two earnings for shift allowances are paid once per month to compensate employees who work overnight.
Like overtime, thereis an earning element to pay afixed amount (SHNTFIX) and another to pay 130 percent
of the hourly rate (SHNT1.3). This section discusses how to:

» Calculate SHNTFIX earnings.
» Caculate SHNTL1.3 earnings.

Calculating SHNTFIX Earnings

The SHNTFIX calculation ruleis Unit x Rate:

« Unit isthe number of overnight shifts that the payee worked.

« Rateisafixed numeric value of 100 HKD.

Calculating SHNT1.3 Earnings

The SHNT1.3 calculation rule is Unit x Rate x Percent:

« Unit isthe number of overnight shifts that the payee worked.
» Rateisthe system variable HOURLY RT.

+ Percent is 130.

Calculating Typhoon and Black Rain Allowances

54

Typhoon (TYPHOON) and black rain (BLCKRAIN) allowances are intended to compensate employees for
inconveniences caused by typhoons or black rain duty. Both typhoon and black rain compensations are paid
monthly. This section discusses how to:

o Caculate TYPHOON alowances.
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« Caculate BLCKRAIN allowances.

Calculating TYPHOON Allowances
The TYPHOON calculation rule is Unit x Rate x Percent:
» Unit isthe number of hours that the employee worked during a typhoon advisory.
» Rateisthe system variable HOURLY RT.
»  Percent is 200.

Calculating BLCKRAIN Allowances
The BLCKRAIN calculation ruleis Unit x Rate x Percent:
+ Unit isthe number of hours that the employee worked during a black rain advisory.
+ Rateisthe system variable HOURLY RT.
» Percent is 200.

Calculating Meal Allowances

A fixed meal alowance (MEAL) of 2000 HKD is defined at the earning assignment level as arecurring
payment and paid each month to employees in the salary pay group.

The MEAL cdculation rule is Amount;
Amount is fixed at 2000 HKD.

Calculating Meal Reimbursement

Meal reimbursement (MEALREIM) is a nontaxable meal expense. Y ou can set the maximum claiming limit
for every claim.

The calculation rule is Amount:
Amount is established at the payee level using positive input.

While meal reimbursement (MEALREIM) has no minimum amount limit, it does have a maximum limit of
100 HKD per claim. Therefore, for every claim, you can reimburse the lower of 100 HKD or the exact
expense from the bill to the employee. Each month can have multiple instances of claims. The total amount of
monthly claimsis paid as part of the monthly salary.
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Example

Following is a simple example with one positive input instance of 110 HKD. If an employeeis paid 110
HKD, but the maximum earnings limit is 100 HKD, the system pays 100 HKD. If the 110 HKD payment is
spread over multiple positive input instances, the system still compares it to the paid sum.

In this case, the system determines whether the accumulated monthly amount exceeds the monthly maximum
amount of 100 HKD. The system displays a warning message and pays only 100 HKD, because 110 HKD is
greater than 100 HKD.

With multiple positive input (PI) instance paid:

Pl Instance Amount HKD Accumulator HKD <or > HKD Resolve HKD
1 40 40 <100 40
2 40 80 <100 40
3 40 120 >100 20

While the system pays PI instance 1 and 2, Pl instance 3 exceeds the maximum amount by 20 HKD. In this
case, the system resolves 20 HKD for Pl instance 3.

Depending on the frequency, the maximum amount is converted to the calendar period maximum amount
(monthly or annual frequency). For example, if you select a frequency of annual, the process deannualises the
maximum amount.

TheformulaFM MAX AMT determines whether the earning accumulated amount exceeds the maximum.
The accumulated amount is used is because the system must calculate the total amount paid through positive
input.

Calculating Mobile Phone and Pager Allowance

MOBILE is a nontaxable expense for using mobile phones or pagers.
The calculation rule is Amount:
Amount is afixed numeric value of 250 HKD.

The mobile and pager allowance is 250 HKD per month, payable at the earnings level for the salaried pay
group.

The generation control CM GC RSLV ONCE stops the allowance from resolving twice if period
segmentation occurs.
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Calculating Housing Allowances

The housing alowance (HSING) is a monthly taxabl e benefit.
The calculation rule is Amount:

Amount is set by the formulaALW FM HOUSING.

Working with the ALW BR HOUSING Bracket
This section discusses how to work with ALW BR HOUSING bracket.
This HSING earning element pays the housing allowance. The amount depends on the salary grade of the

payee. The ALW BR HOUSING bracket stores the salary grade and the corresponding housing allowance
amount.

Example

A Grade 001 payeeis paid 10000 HKD and a Grade 003 payee is paid 5000 HKD. The ALW BR HOUSING
bracket stores the following information:

Salary Grade Monthly Housing Allowance
001 10,000

002 8000

003 5000

004 or lower NA (in€eligible)

This customary bracket enables you to update or add additional grades and allowance amounts. The system
compares the salary grade of the payee to the ALW BR HOUSING bracket and pays the corresponding
allowance. If the salary grade of the payeeis not found, the system pays a zero allowance. The earnings are
paid at the earning assignment level because it is arecurring monthly payment.

Note. Only employeesin the salaried pay group are eligible for this benefit.

Calculating Rent Reimbursement

Rent reimbursement (RENTREIM) is used to pay accommaodation costs of employees when they are working
far from home.
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The calculation rule is Amount:
Amount is entered through positive input at the payee level.

This earning element has no maximum amount limit. When the claim of the employee is approved, the
employee receives the rent reimbursement in the current pay period.

Note. Employees can have one rent reimbursement per month. Multiple instances are not allowed.

Calculating Education Allowances

Y our organisation might set up scholarship programs for employees. The education allowance (EDALLOW)
is paid once per year. This fixed scholarship amount is granted to employees when their dependent receives
an offer from the recognized institute.

The calculation rule is Amount:
Amount is set at the payee level through positive input.

Employees can apply for the education allowance again in future academic years. No refund is made when
their dependents drop out of a course, or if the employee is terminated.

Because the education allowance is paid as aflat amount and as a recurring override, you can enter the
amount at the payee earning assignment level. The reason for thisisthat the education allowanceis paid
when the scholarship is granted.

The generation control CM GC RSLV ONCE ensures that the allowance is paid only once per year if period
segmentation occurs.

Calculating Gratuity Earnings

58

Gratuity (GRA) isasingle payment to contract workers at the end of a contract or when a contractor leaves.
The calculation rule is Amount:

Amount is set at the payee level.

This section discusses how to:

» Usegeneration control in gratuity calculation.

« Useformulasin gratuity calculation.
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Using Generation Control in Gratuity Calculation

Gratuity is paid to employees working on contract by using the generation control OE GC GRA. The system
automatically pays gratuity based on the contract end date and resolves the amount using the generation
control. When the employee is unable to finish the contract, the amount of the gratuity is prorated. No
proration rule applies because of the many ways gratuity can be paid in Hong Kong. It isup to the
organisation to pay prorated gratuity when contract employees cannot finish the contract period.

While you enter gratuity at the earning assignment level, it is resolved once through generation control.

Using Formulas in Gratuity Calculation

Gratuity earningsresolve if the contract end date occurs during the current pay period. If the contract end date
is outside the current pay period, the gratuity is not paid. The OE FM CNTR EXPIRE formula determines
whether the contract end date occurs during the current pay period and uses segment begin and end date so
that the earnings are not paid twice during period segmentation.

Calculating the Thirteen Month Pay

It iscommon in Hong Kong to pay employees an extra month of basic salary. The system pays the basic
sadlary as of the last period of the last calendar year. The 13MTHPAY earning element is payable only on the
Chinese New Y ear. For example, the Chinese New Y ear off-cycle run is during either January or February,
but basic salary is paid as of December of the last calendar year.

The calculation rule is Base x Percent:
» Baseisset by theformula OE FM 13MTH BASE (base pay).
o Percentis 100.

Understanding 13th Month Pay Proration
This section discusses the 13th month pay proration.

Proration applies to 13th month pay. The proration calculates the total days of service for the employee
divided by the number of daysin acalendar year.

If the hire date of the employee is before the start of the last calendar year, then no proration occurs. If the
hire date of the employee is after the start of the last calendar year, proration is calculated as follows:

The following system parameters are considered in the payment cal culation:

Prorated 13th month pay is paid if the permanent empl oyee has worked fewer than twelve months. The
following system parameters are considered in the payment calculation:

« Factor: 100 percent of basic salary.

» Sadary day: December 31, 2000.
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« Cut off day: November 1, 2000.

» Proration rule: (Service period in year) / (Calendar daysin year) x basic salary.

Example 1: Receiving the Full Factor

An employeeis hired on February 2, 1999. Their basic salary as of December 31, 2000 is 12000 HKD. The
13th month pay for the employee = 12000 HKD.

Example 2: Employee Joins After Cut-off Day

An employeeis hired on November 1, 2000. Their basic salary as of December 31, 2000 is 20000 HKD. The
13th month pay for the employeeis zero.

Example 3: Proration Rule Applied

An employeeis hired on January 10, 2000. Their basic salary as of December 31, 2000 is 30000 HKD. The
13th month pay for the employee is calcul ated as:

(357 / 366) x 30000 = 29262.30

Note. Terminated employees are eligible for prorated 13th month pay only if they have completed their
probation period.

Using Generation Control in the 13th Month Pay Calculation

Generation control OE GC 13MTH PAY is used to resolve the earnings based on the cut-off date. The cut-off
date is entered at the pay group override level. The earnings are paid through earning assignment with begin
and end dates so that they are paid once during the Chinese New Y ear.

See Also

Chapter 13, "Defining Absence Rules," Calculating 13th Month Payment, page 152

Calculating Cash Advances

60

An employee can be paid a cash advance of 50 percent of basic salary (CASHADV), which one must pay
back in installments over five months.

The calculation rule is Base x Percent:
« Baseisthe earning element BASSAL—base salary.

» Percent is set at the payee level.

The generation control CM GC RSLV ONCE prevents the alowance from being paid more than once if
period segmentation occurs. Generation control aso ensures that the allowance is paid only once per year.
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Note. The CASHADVR deduction with the formulaDED FM CASHADVR that calculates 20 percent of the
goal amount enables the employee to pay back the cash advance.

See Also

Chapter 7, "Defining Deductions," Calculating Cash Advance Recovery, page 78

Calculating Holiday Allowances

The number of holidays in amonth is calculated by the formulaHOLIDAY FM DY S, which picks the
number of holidays from the holiday schedule defined for the employee. The first holiday in the month is
used as the specified date.

This earning will be paid for the holidays after the first 3 months of employment.

Negative earning (HOL PAY NEG) is used to deduct the corresponding leave pay from basic income.

Calculating Annual Leave Pay

Annual Leave pay is paid if the employee has taken statutory annual leave (ALV STAT TKE).

The unitsfor this earning is the number of days of annual |eave. The specified date is the first day of the
leave.

Negative earning (ANN PAY NEGQG) is used to deduct the corresponding leave pay from basic income.

Calculating Sick Leave Pay

Sick leave pay is paid if the employee has taken the statutory sick leave (SLV STAT TKE). Thisearning will
be paid only in cases where the leave is taken for more than 4 consecutive days. If it istaken for lessthan 4
days, then this earning will not be calculated.

The Absence take (SLV STAT TKE) has been modified to generate this earning (SCK LVE PAY) as positive
input whenever the take has been taken for more than 4 consecutive days. This earning will be 4/5th of the
product of average daily wages and number of days of sickness (>=4).

The unitsfor this earning is the number of days of sick leave (>=4). The specified date is the first day of the
leave.

Negative earning (SICK PAY NEG) is used to deduct the corresponding leave pay from basic income.
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Calculating Maternity Leave Allowance

Maternity Leave Pay is paid if the employee has taken statutory maternity leave (MLV STAT TKE). This
earning is paid for the payees who have been employed under a continuous contract for not less than 40
weeks.

The specified date is the first day of the leave.
Negative earning (MAT PAY NEG) is used to deduct the corresponding leave pay from basic income.

Calculating Absence and Termination Earnings

This section discusses how to:

+ Calculate annual leave instead of annual |eave entitlement.
» Caculate eighty percent of daily wages.

» Cadculate leave without pay (LWOP and LWOP2).

» Calculate severance and long service payments (L SP).

» Calculate thirteenth month payment on termination.

Calculating Annual Leave Instead of Annual Leave Entitlement

The ANN LIEU isapayment in lieu of annual leave entitlement. This earning element is used to pay
terminated employees for unused annual leave or for part of their annual leave entitlement before the leaveis
forfeited.

The calculation ruleis Unit x Rate:
« Unitisset by theformulaTER FM ALV BAL.
+ Rateisset by theformulaCM FM DAILY RATE.

ANN LIEU is ataxable earning element, which means that it contributes to the annual taxable accumulator.
ANN LIEU isaso used to pay employees when they accept the payment from their employer to offset part of
their annual leave. Thisis a positive input and the unit of ANN LIEU is overridden by the number of adjusted
days from the annual leave balance.

Note. ANN LIEU can be a negative value because general employeesin Hong Kong are alowed to have a
negative balance.
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See Also

Chapter 13, "Defining Absence Rules,” Calculating Annual Leave, page 148

Chapter 13, "Defining Absence Rules," Calculating Unused Annual Leave, page 151

Calculating 80 Percent of Daily Wages

The DY WAGE 80 earning element is 80 percent of average earnings paid to statutory employees when
taking maternity leave or sick leave. Employees are eligible for maternity leave payments after 40 weeks of
continuous service. The entitlement is granted when the leave occurs and the paid maternity period is 70 days
from the maternity commencement date. The absence period can be shorter but not longer than 70 days.
Unpaid maternity is treated as LWOP.

The calculation ruleis Unit x Rate x Percent:

e Unitisset at the payee level.

+ Rateisset by theformulaCM FM DAILY WAGE.
* Percentis80.

Note. 80 percent of the daily wage of an employee is covered for valid maternity leave for statutory
employees and 100 percent coverage for general employees.

See Also

Chapter 13, "Defining Absence Rules," Calculating Sick Leave, page 155

Chapter 13, "Defining Absence Rules," Calculating Maternity L eave, page 156

Calculating Leave Without Pay (LWOP)

Thetotal LWOP (Units x Daily Rate) is subtracted from the basic salary of the employee if the employee
takes leave without pay.

The calculation ruleis Unit x Rate:

e Unitisset at the payee level.

+ Rateisthe system variable DAILY RT.
» Percentis80.

Note. The LWOP earning element is used for salary based employees. The LWOP2 earning element is used
by weekly employees as it uses an hourly rate.
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See Also

Chapter 13, "Defining Absence Rules," Calculating L eave Without Pay, page 157

Calculating Leave Without Pay (LWOP2)

The LWOP2 earning element is used for leave without pay for hourly rates (for weekly employees— asit
uses an hourly rate).

The calculation rule is Unit x Rate:
e Unitisset at the payee level.
+ Rateisthe system variable HOURLY RATE.

Note. To be able to use the LWOP2 earning and absence take correctly, you have to deselect the eligibility
for positive input check box. If you do not do this, LWOP and LWOP2 will both be processed for an
employee. An employee can only receive one or the other, depending on their eligibility.

See Also

Chapter 13, "Defining Absence Rules," Calculating L eave Without Pay, page 157

Calculating Severance and Long Service Payments

64

Terminated employees might have severance (SEV) or long service payments (L SP), but not both. The
SEV/LSP earning element is processed in the TER SE MAIN section and is a nontaxable payment. An
employer should pay severance when an employee who has been employed under a continuous contract for
no fewer than 24 months is dismissed by reason of redundancy. An employer should pay long service
payments when an employee has been employed no fewer than five years under a continuous contract.

The calculation rule is Amount:
Amount is set by theformula TER FM LSP PAYMT.

Thevariable TER VR LSP CEILING stores the maximum ceiling of average wages which is currently 15000
HKD.

The variable TER VR MAX L SP stores the maximum L SP amount used in the bracket.

Theformula TER FM LSP PERIOD is used as the search key of the bracket TER BR LSP ENT.

The bracket TER BR LSP ENT stores the list of years of service and maximum claimable L SP amounts.
See Also

Chapter 13, "Defining Absence Rules," Calculating Severance and Long Service Leave Payments, page 153
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Calculating 13th Month Payment on Termination

If an employeeis eligible for 13th month pay and is terminated after three months of continuous service,
prorated 13th month pay is paid when the employeeisterminated. The TER 13TH PAY earning element is
used to pay the 13th month payment for terminated employees.

The calculation ruleis Base x Percent:

» Baseisset by theformulaTER FM 13TH PAY.

» Percent is 100.

The prorated 13th month payment calculation is;

(Duration between service date and termination date) / 365 x (monthly rate)

If the employee received current year 13th month pay before Chinese New Y ear, (terminated on June 2000)
and received 13th month pay in February 2000, the prorated 13th month payment is calculated as:

(Duration between January 1, 2000 and termination date) / 365 x (monthly rate)

Factor 365 is used even in aleap year.

Note. The 13th MTH PAY isdifferent from the TER 13TH PAY (termination) earning element. The 13th
MTH PAY earning element is the calculation of the regular year end. TER 13TH PAY is used exclusively for
the TER SE MAIN termination section.

See Also

Chapter 13, "Defining Absence Rules,”" Calculating 13th Month Payment, page 152

Chapter 13, "Defining Absence Rules," Calculating Absence Entitlements on Termination, page 151

Chapter 13, "Defining Absence Rules,” Calculating 13th Month Payment, page 152

Chapter 13, "Defining Absence Rules," Calculating Absence Entitlements on Termination, page 151

Calculating Wages in Lieu of Notice

This earning is calculated for an employee when a positive input is provided. The notice period isin months;
for example, 1 or 1.5. The notice date also needs to be provided as a Supporting Element Override for the
variable (EO VR NOTICE DATE). This earning is calculated only if both values are provided.

The notice date is considered the specified date for this earning. Note that this earning will calculate the
average monthly wage and not the average daily wage.
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Calculating Amount Earnings

This section discusses:

« FHat amounts.

« Formula-based amounts.

Flat Amounts

For Hong Kong, there are eight earnings with the calculation rule Amount. Two are flat amounts:
« Medl dlowance (MEAL).

« Mobile and pager (MOBILE).

See Also

Chapter 6, "Defining Earnings," Calculating Meal Allowances, page 55

Chapter 6, "Defining Earnings," Calculating Mobile Phone and Pager Allowance, page 56

Formula-Based Amounts

66

The housing allowance uses the ALW FM HOUSING formulato find the earning amount that stores the
saary grade and the corresponding housing allowance amount.

The gratuity earnings use the formula OE FM CNTR EXPIRE to determine whether the contract dates occur
during the current pay period and use segment begin and end dates so that the earnings are not paid twicein
period segmentation.

The termination earnings use formula OE FM ROLL AV G to calculate the rolling average amount. The
formula calls ahistorical rule to retrieve the amount from an accumulator. The formulathen calculates the
average from the amount retrieved.

The severance and long service leave earnings use formula TER FM LSP PAYMT to return the severance
payment or long service payment, depending on the year of service and the action reason.

See Also

Chapter 6, "Defining Earnings," Calculating Housing Allowances, page 57

Chapter 6, "Defining Earnings," Calculating Gratuity Earnings, page 58

Chapter 6, "Defining Earnings," Calculating Absence and Termination Earnings, page 62

Chapter 6, "Defining Earnings,” Calculating Severance and L ong Service Payments, page 64
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Calculating Mandatory Provident Fund Earnings

Not all earnings are included in Mandatory Provident Fund (MPF) calculations. Earnings that are included in
the MPF calculation are considered relevant income and include wages, saaries, leave pay, fees,
commissions, bonuses, and gratuities. Examples of earnings that are excluded from MPF calculations are
severance payments and long service leave payments. The following earnings are included as relevant

earningsin MPF calculations:

Name of Earning Description
BASSAL Basic salary

oT15 Overtime 1.5 x

OTFIX Overtime fix

SHNT1.3 SHIFT1.3 x

SHNTFIX Shift fix

GRA Gratuity

13MTHPAY Thirteenth month pay
TYPHOON Typhoon allowance
BLCKRAIN Black rain allowance
MOBILE Mobile and pager allowance
BASHLY Basic hourly salary

HSING Housing allowance
HOLIDAY PAY Holiday allowance

ANN LVE PAY Annual leave pay

SCK LVE PAY Sick leave pay
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Name of Earning Description
MLV LVE PAY Maternity leave allowance

HOL PAY NEG Negative holiday pay

SICK PAY NEG Negative sickness alowance
MAT PAY NEG Negative maternity pay

ANN PAY NEG Negative annual leave pay

These earnings are included in the monthly accumulator MPF AC REVLNT INCM that is based on the pay
period end date and the user key of EmplID (employee identification).

See Also

Chapter 8, "Administering Mandatory Provident Fund Contributions," page 81

Calculating Rolling Average Earnings

This section provides an overview of rolling average earnings and discusses how to:
« Useaccumulatorsin the rolling average calculation.

« Usevariablesin therolling average calculation.

« Useformulasin therolling average calculation.

»  Work with rolling average (example).

Understanding Rolling Average Earnings

68

The earning rolling average is used to cal culate compensation when there is a termination or accident at work.
Y ou can set up an earning element for which the rate is determined by the average of another earning element
during arolling period, such as the preceding 12 months.

The following earnings contribute to average earnings:
« Cash wages.

« Thevalue of any privilege or benefit that can be estimated in cash (such asfood, fuel, or quarters supplied
to the employee).

« Overtime or other special remuneration through bonus, alowance, or otherwise.
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» Customary tips.

Using Accumulators in the Rolling Average Calculation

Defining Earnings

Therolling average cal culation uses the OE AC ROLLAV G (amounts) accumulator. The accumulator
accumul ates the earnings listed in the following table for rolling average calculation. It is a monthly
accumulator with an accumulated date of the payment date. The system uses the amount values of the
members of accumulator OE AC ROLLAVG in its averaging cal culation. PeopleSoft deliversthis

accumulator with the following earnings as its members:

Name of Earning Description
BASSAL Basic salary

BASHLY Basic hourly salary

OT15 Overtime 1.5x

OTFIX Overtime fix

SHNT1.3 SHIFT1.3x

SHNTFIX Shift fix

MEAL Meal allowance

HSING Housing allowance

GRAT Gratuity

13MTHPAY 13th month pay

HOLIDAY PAY Holiday Allowance

ANN LVE PAY Annual Leave Pay

SCK LVE PAY Sick Leave Pay

MLV LVE PAY Maternity L eave Allowance
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Name of Earning Description
HOL PAY NEG Negative Holiday Pay
SICK PAY NEG Negative Sickness Allowance
MAT PAY NEG Negative Maternity Pay
ANN PAY NEG Negative Annual Lve Pay

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, " Setting Up Accumulators®

Using Variables in the Rolling Average Calculation

Therolling average calculation usesthe OE VR ROLLAVG AMT (amounts) variable. The system adds the
amounts retrieved from the OE AC ROLLAV G accumulator to variable OE VR ROLLAVG AMT. The
variable OE VR ROLL UNIT holds the rolling number of months for calculating the rolling average. Y ou can
set the variable OE VR ROLL UNIT to the number of months that you want the system to use to retrieve
period data for use in the calculation.

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Defining Calculation Elements," Defining Variable Elements

Using Formulas in the Rolling Average Calculation
Therolling average calculation usesthe OE FM ROLLAVG AMT (amounts) formula. The rolling unit
indicates how far back to calculate the rolling average. The formula OE FM ROLLAVG AMT, attached to an
earning element, calls a historical rule to retrieve the accumulator value at the time of the calculated period.
The period is calculated by the last period end date minus the number of months specified. The formulathen
calculates the average from the amount retrieved.
See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Defining Calculation Elements," Defining Formula Elements
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Working with Rolling Average (Example)

Following is an example of the accumulated value of the earning element for the last five periods. Assume
that:

« Inperiod 2, these earnings did not contribute to the accumulator.

» You are running the pay runin period 5.

Value Period 1 Period 2 Period 3 Period 4 Period 5
Earnings value 10,000 Not paid 10,000 10,000 10,000
Accumulator 10,000 10,000 20,000 30,000 40,000
Vaue

Assume that you want to calcul ate the average earnings for the last four periods from period 5 (hence, you
retrieve from period 1). Therefore, the accumulator holds 10000 for period 1 and the rule retrieves 1,000. The
formularetrieves the current period accumulator value of 40000 in period 5.

Therolling average calculation is as follows:
((Accumulator, current period) — (Accumulator, previous period)) / (Months)
Hence, the calculation resolvesto:

(40,000 - 10,000) / 4 = 7500

Controlling the Maximum Frequency Amount

There is an accumulator for each monthly and annual frequency. Y ou can select afrequency of monthly or
annual. Two accumulators are provided for each frequency.

During the calculation process, a formula determines whether the accumulated amount exceeds the
maximum. Depending on the frequency, the formula selects the appropriate accumulator.

Y ou can set the maximum amount and frequency at the payee level. The earning element MEALREIM is set
up thisway. The accumulator CM AC MAX MONTH determines whether the monthly maximum amount
(ceiling) has been reached for meal reimbursements.

Example 1

With a maximum yearly amount of 10040 HKD, the system pays 40 HKD if the earnings of the payee are 50
HKD per month, and after payment, the accumulated yearly amount is 10050 HKD.
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Example 2

With a monthly maximum amount of 60 HKD, the system pays 10 HKD if the earnings of the payee are 50
HKD per month, and after payment, the accumulated monthly amount is 100 HKD. The system determines
whether the accumulated monthly amount exceeds the monthly maximum amount of 60 HKD.

In this case, because 100 HKD is greater than 60 HK D, the accumulated monthly amount does exceed the
monthly maximum amount. The earning amount is updated with the difference. In this case, because the
payee earns 50 HKD per month:

(50 + 60 — 100) = 10 HKD

Controlling Earnings Maximum or Goal Amount

Y ou can set agoa amount for earnings—an upper limit on the earnings so that no more than that amount is
paid in an accumulation period. CASHADVR is set up with this control. It is set up to have a quarterly limit.
Y ou can nominate a goal amount to be paid for earnings or deductions.

CASHADVR is always 20 percent of the CASHADV earning and the recovery ceases to resolve when the
cash advance goal balance accumulator equals zero.

When termination occurs, the whole cash advance goal balance is recovered in the last pay period, so the
deduction amount of the CASHADVR is overridden by the cash advance goal balance accumulator. A
negative net balance is alowed when the net amount is not enough to recover the whole goal balance.

Example

If the total accumulated deduction amount exceeds the goal amount, then only the difference is deducted. For
example, suppose that the deduction of a payeeis 50 HKD. After the deduction, the accumulated amount is
10050 HKD and the goal amount is 10040 HKD. In this case, the system deducts only 40 HKD. The concept
of the goal amount is similar to the maximum amount. The difference is that the accumulated amount is alife-
to-date accumul ator.

A formula determines whether the earning amount exceeds the goal amount. If it does, then the differenceis
returned and a warning message appears.

See Also

Chapter 6, "Defining Earnings," Calculating Cash Advances, page 60

Chapter 7, "Defining Deductions," Calculating Cash Advance Recovery, page 78

Scheduling Earnings Using Generation Control

Generation control elements enable you to instruct the system to process an earning element based on criteria
that you define.
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For Hong Kong, you control the payment of an earning by assigning one of three generation controls to the
earning:

+ OE GCGRA.
+ GM GC 13MTH PAY.
+ GM GCRSLV ONCE.

For each generation control, there is a corresponding formula. When the formula returns TRUE, the earnings
are paid.

For example, to pay an education allowance, the generation control CM GC RSLV ONCE resolves the
allowanceif either of the following conditionsistrue:

» Thealowance has not been paid this year.
« Period segmentation occurred and the allowance was paid (hence, segmentation status isinactive).

The generation control CM GC RSLV ONCE ensures that the allowance is paid only once per year if period
segmentation occurs.

See Also

Chapter 6, "Defining Earnings," Calculating Gratuity Earnings, page 58

Chapter 6, "Defining Earnings," Calculating the Thirteen Month Pay, page 59

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Defining Calculation Elements," Defining Generation Control
Elements

Calculating Relevant Statutory Entitlements

Copyright

Relevant statutory entitlements:

» Holiday allowance.

« Annual leave pay.

» Sick leave pay.

» Maternity leave alowance.
«  Wagesinlieu of notice.

Relevant statutory entitlements are calculated on the basis of his 12-month average wage (OE VR
ROLLAVG).

If an employeeis employed for less than 12 months, the calculation is based on the shorter period
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Periods and Wages to be Disregarded

To avoid deflating the average wages and hence reduce the amount of statutory entitlementsin calculating the
12-month average wages, you haveto:

1. ldentify those situations in which an employee is not paid wages or full wages.

2. Exclude the periods (EO AC DISRGRD UNIT) together with the wages paid (EO AC DISREGARD WG
) from OE VR ROLLAVG and other such periods.
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Defining Deductions

This chapter provides overviews on deductions for Hong Kong and delivered deduction elements, and
discusses how to:

» Calculate leave without pay and daily rate reduction.

«  Schedule deductions using generation control.

Understanding Deductions for Hong Kong

PeopleSoft has created several deductions to demonstrate the flexibility of the Global Payroll rules to meet
common processing requirements such as the preservation of minimum net pay. The following sections
discuss:

» How you can use deductions and supporting elements to produce desired results.

» How PeopleSoft has met specific deduction processing requirements.

Note. User keys enable you to track an accumulator at levels lower than the employee record. This directsthe
system to maintain different accumulated numbers for each of the employee's locations. User Key 1 for
deductions on the Deduction Accumulators pageis PAY ENTITY (required by Inland Revenue reporting).
User Key 2 for al year to date accumulatorsis CM VR BAL GRP ID (balance group ID).

See Also

Chapter 6, "Defining Earnings,”" page 47

Understanding Delivered Deduction Elements

This section discusses:

» Delivered deduction elements.
» Processlists and sections.

» Viewing delivered elements.

« Cadlculating cash advance recovery.
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» Calculating community chest.
» Calculating MPF deductions.

Delivered Deduction Elements

Y ou use these delivered deduction elements as delivered, modify them, or create new elements.

Name and Unit Rate Base Percent Amount
Description

CASHADVR NA NA OEFM 20 (N) NA
Cash Advance CASHADVR

Recovery (GC)

COMCHST NA NA NA NA Payee L evel
Community Chest

(GO

ERMPFMN1 NA NA MPF FM 5(N) NA
MPF Employer Eihsﬂllz\l !

Mandatory 1

(Regular)

ERMPFMN2 NA NA MPF FM 5(N) NA
MPF Employer Eil\s/lé\l 2

Mandatory 2

(Permitted Period)

ERMPFVOL1 NA NA MPF FM 5(N) NA
MPF Employer Ei\ég L1

Voluntary 1

(Regular)

ERMPFVOL2 NA NA MPF FM 5(N) NA
M PF Employer Ei\ég L2

Voluntary 2

(Permitted Period)

EEMPFMN1 NA NA MPF FM 5(N) NA
MPF Employee Eil\gé\l !

Mandatory 1

(Regular)
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Name and Unit Rate Base Percent Amount
Description

EEMPFMN2 NA NA MPF FM 5(N) NA
EEMN2

MPF Employee BASE

Mandatory 2
(Permitted Period)

EEMPFVOL1 NA NA Payee Level 100 (N) NA

MPF Employer
Voluntary 1

(Regular)

EEMPFVOL2 NA NA Payee Level 100 (N) NA

MPF Employee
Voluntary 2
(Permitted Period)

In the following table, the first column combines the deduction name and description. The letters GC in arow
indicate that the deduction has generation control. The other five columns indicate the deduction's calculation
rule: Unit x Rate, Unit x Rate x Percent, or Base x Percent. The formulas used for some of the deduction
codes are discussed in further detail. The letter N in arow indicates numeric.

Process Lists and Sections
The CASHADVR and COMCHST deductions are members of the DED SE COMMON process section.

The ERMPFMN1, ERMPFMN2, ERMPFVOL1, ERMPFVOL2, EEMPFMN1, EEMPFMN2, EEMPFVOL1,
and EEMPFVOL 2 deductions are members of the MPF SE DEDUCTION process section.

The DED SE COMMON and MPF SE DEDUCTION sections are included in the CM PR PAYROLL process
list.

Viewing Delivered Elements

PeopleSoft delivers a query that you can run to view the names of all delivered elements designed for Hong
Kong. Instructions for running the query are provided in the PeopleSoft Global Payroll 9.1 PeopleBook.

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How to View
Delivered Elements
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Calculating Cash Advance Recovery

Employees can be paid 50 percent of their basic salary cash advances (CASHADYV), which they must pay
back using CASHADVR ininstallments over five months. Use the cash advance recovery deduction
exclusively to offset the cash advance. For cash advance payments, employees do not pay interest.

Asthetotal cash advance recovery amount is deducted from the annual taxable income, the cash advance
recovery is ataxable deduction.

The generation control CM GC RSLV CSHADVR determines when the deduction starts and stops, if period
segmentation occurs.

TheformulaDED FM RSLV CSHADR is attached to the generation control and determines if the cash
advance accumulator is greater than zero. If so, the deduction is resolved. The accumulator istimed after
calculation because the deduction is resolved after the CASHADV earning is paid (the accumulator is

updated after the deduction—not when the earning is resolved). The first time that the earning is paid, the
deduction is not resolved because the accumulator is updated at the end of the pay run.

In the next period, the deduction is resolved because the accumulator would have been updated with the
earning amount. The generation control determinesif the goal amount balance has been reached.
Example

A salaried employee's current basic salary is 20000 HKD per month. The organization decided that 50 percent
of that basic salary cash advance is paid on January 15, 2001. The cash advance amount that the employee
will receive on January 15, 2001 is calculated as:

(50 percent) x 20000 = 10000 (Cash Advance) = 10000 HKD

After the cash advance is finalized, the deduction cash advance recovery is created (20 percent of cash
advance with goal amount for the payee on the Earnings and Deductions Assignment page).

See Also

Chapter 6, "Defining Earnings," Calculating Cash Advances, page 60

Calculating Community Chest

The community chest deduction enables employees to donate to charity from their salaries. The donated
amount is a taxable deduction and is paid at the earning assignment level. Proration is not applicable to the
donation.

The generation control CM GC RSLV ONCE prevents deducting the allowance more than once if period
segmentation occurs.
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Calculating Mandatory Provident Fund Deductions

All members of the workforce, between age 18 and 65, except those who are exempt, are required to make
regular contributions to registered Mandatory Provident Fund (MPF) schemes. Contributions are calculated at
10 percent of the employee'sincome, with the employee and employer each paying 5 percent. Both the
employee and employer can elect to make additional voluntary contributions.

The employer and employees' contributions are deducted and paid to the selected M PF scheme each pay
period. After the MPF scheme receives the deductions, they areimmediately deposited into the employees
retirement savings plans.

Eight MPF deductions are provided:

Employer MPF Regular Mandatory 1 - ERMPFMNL.
The ERMPFMN1 deduction is used for employer regular MPF mandatory contributions.
Employer MPF Permitted Period Mandatory 2 - ERMPFMN2.

The ERMPFMN2 deduction is used for employer MPF mandatory contributions during the 60-day
permitted period.

Employer MPF Regular Voluntary 1- ERMPFVOL1.

The ERMPFVOL1 deduction is an additional 5 percent of relevant earnings and should be given to al
employees. The rest of the rules are the same as for the MPF Employer Voluntary deduction. The
deduction is used for employer MPF voluntary contributions.

Employer MPF Permitted Period Voluntary 2 - ERMPFVOL2.

The ERMPFVOL2 deduction is used for employer MPF voluntary contributions during the 60-day
permitted period.

Employee MPF Regular Mandatory 1 - EEMPFMN1.
The EEMPFMN1 deduction is used for employee MPF mandatory contributions.
Employee MPF Permitted Period Mandatory 2 - EEMPFMN2.

The EEMPFMN2 deduction is used for employee M PF mandatory contributions during the 60-day
permitted period.

Employee MPF Regular Voluntary 1 - EEMPFVOL1.
The EEMPFVOL 1 deduction is used for employer MPF voluntary contributions.
Employee MPF Permitted Period Voluntary 2 - EEMPFVOL2.

The EEMPFVOL2 deduction is used for employee MPF voluntary contributions during the 60-day
permitted period.

See Also

Chapter 8, "Administering Mandatory Provident Fund Contributions," page 81
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Calculating Leave Without Pay and Daily Rate Deduction

Employees might take leave without pay during their working periods. One calendar daily rate is taken from
salary for one day of unpaid leave. Unpaid leave is a taxable deduction.

LWOP can be taken anytime during the servicing period. One DAILY RT isreduced from the employee's
monthly income for every single day of LWOP taken. The value of one DAILY RT equals:

(Annual Salary) / 365

365 isused even in the leap year.

Example

Three days of unpaid leave has been taken in April and the basic salary in April is 10000 HKD. The April
monthly salary is calculated as:

Basic Salary: 10000
Unpaid Leave: -3 (3/30) x 10000

Net: (HKD) 9000

April Monthly Salary Calculation

A salary change can occur during unpaid leave. In this case, the unpaid leave is split into two segments:
segment one is based on the old daily rate and segment two is based on the new daily rate.

See Also

Chapter 6, "Defining Earnings," Calculating L eave Without Pay (LWOP), page 63

Chapter 6, "Defining Earnings," Calculating L eave Without Pay (LWOP2), page 64

Scheduling Deductions Using Generation Control

80

Generation control elements enable you to specify whether to process a deduction element based on defined
criteria. For Global Payroll for Hong Kong, the system controls deduction payments by assigning a
generation control to the deductions.

For each generation control, there is a corresponding formula. When the formula returns TRUE, the deduction
isresolved.

See Also

PeopleSoft Global Payroll 9.1 PeopleBook, "Defining Calculation Elements," Defining Generation Control
Elements
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Administering Mandatory Provident Fund
Contributions

This chapter provides overviews of the administration of Mandatory Provident Fund (MPF) contributions and
MPF proration rules, and discusses how to:

Make statutory and customary M PF deductions.
Accommodate MPF exemption rules and limits.
Calculate permitted period MPF contributions.
Calculate regular MPF contributions.

Set up additional M PF recipient details.

Submit the Remittance Statement.

Understanding the Administration of Mandatory Provident Fund
Contributions

This section discusses the administrative and reporting requirements of M PF administration and maintenance

to:

Support both employee and employer payments to a nominated fund in accordance with the calculation of
eligibility rules for MPF legislation.

These deduction rules cover legislative M PF requirements such as permitted period processing, age
eligibility, and the contribution holiday rule.

Provide reports to support M PF administrative requirements.

MPF reports such as the Remittance Statement and Terminated Employees Report enable you to manage
M PF contributions.

The following diagram displays the rules and options that you are required to set up or exercise to ensure
correct MPF calculation and system outputs:
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Calculation
Base

Exemption
Rules

Positive
Input

Mandatory Provident
Fund
Calculation

Employee
MPF
Details

Age Based
Limits

Online
Enguiries

User inputs and system outputs for Mandatory Provident Fund deductions

See Also

Appendix A, "Appendix: Globa Payroll for Hong Kong Reports,” page 169

Chapter 6, "Defining Earnings," Calculating Mandatory Provident Fund Earnings, page 67

Chapter 7, "Defining Deductions,” Calculating Mandatory Provident Fund Deductions, page 79

Common Elements Used in This Chapter

82

Casual Employee (asdefined  An employee engaged in the construction or catering industry, who is
by MPF Ordinance) employed on adaily basis or for afixed period of less than sixty days.
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Contribution Day

Contribution Holiday

Contribution Period (non-
casual employee)

Employee Reporting Period

Employer Reporting Period

Mandatory Provident Fund
(MPF)

Per mitted Period

Per mitted Period M PF
Deduction

Regular MPF Deduction

Administering Mandatory Provident Fund Contributions

For non-casual employees, the tenth day after the last day of the
contribution period or the contribution period in which the permitted period
ends—whichever islater. The employer must contribute to a scheme for
their employees on or before the tenth day after the last day of the
contribution period.

For casual employees (who are not members of an industry scheme), thisis
the tenth day after the last day of the relevant contribution period, or the
contribution period in which the permitted period ends—whichever is|later.
The employer and the approved trustee of the scheme concerned approve
one of the following days:

» Theday on which the casual employeeis paid.

» Thetenth day after the last day of the relevant contribution period.

An employee does not have to contribute to MPF for the first thirty days of
employment. The first thirty daysis referred to as the contribution holiday.
An employee must start paying MPF from the thirty-first day of
employment.

Regarded as the payroll period. If an employeeis paid on a calendar month
basis and the payment pattern is specified in the employment contract, the
contribution period should be one calendar month.

The pay period in which the holiday contribution period ends. Employee's
can start contributing to MPF in this period.

The pay period subsequent to the period in which the contribution holiday
ends. The remittance report and payslip are required to disclose the
contribution amount and contribution dates within the permitted period.

A compulsory retirement plan scheme for employees between the ages of
18 and 65, implemented by the government of Hong Kong to help ensure a
financially sound retirement for the territory's workforce. Under MPF, both
the employer and employee make regular mandatory contributionsinto an
employee's account, with benefits payable at retirement.

For casual employees, the period within which the employer must enroll the
employeeinto aregistered scheme—ten days for casual employees.

An MPF deduction (contribution amount) for the permitted period required
for the MPF Remittance report. Used to report M PF contribution within the
permitted period and does not contribute to balance accumul ators.

Regular MPF deductions are used for regular deduction processing in
payroll and contribute to balance accumulators. There are two deduction
elements. One element resolves the amount for payroll and the other
resolves for reporting.
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Viewing Delivered Elements

The PeopleSoft system delivers a query that you can run to view the names of all delivered elements designed
for Hong Kong. Instructions for running the query are provided in the PeopleSoft Global Payroll 9.1
PeopleBook.

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How to View
Delivered Elements

Understanding MPF Proration Rules

Proration of relevant income only occurs for anew hire or rehire for employer contributions and when an
employee turns 18 years of age within the period.

This section discusses:

«  The MPF PO REVLNT INCM proration rule.
»  The MPF PO 18TH BTHDAY proration rule.
e The MPF PO 65TH BTHDAY proration rule.
See Also

Appendix A, "Appendix: Global Payroll for Hong Kong Reports,” page 169

Chapter 6, "Defining Earnings," Calculating Mandatory Provident Fund Earnings, page 67

Chapter 7, "Defining Deductions,” Calculating Mandatory Provident Fund Deductions, page 79

Chapter 8, "Administering Mandatory Provident Fund Contributions,” Accommodating MPF Exemption
Rules and Limits, page 88

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Permitted Period MPF
Contributions, page 95

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Regular M PF
Contributions, page 98

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Defining Calculation Elements," Defining Proration Rules

The MPF PO REVLNT INCM Proration Rule

The MPF PO REVLNT INCM proration rule is used to prorate relevant income for new hire/rehires. The
proration rule calculation is:
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Days of service since period hire date or rehire date / number of daysin a period.

The MPF FM POST EEVOL 1 formula prorates the employee voluntary contribution amount if the employee
isanew hire.

The MPF PO 18TH BTHDAY Proration Rule

If the employee's eighteenth birthday falls within the contribution period in which the thirty first day of
employment falls, prorating of the minimum and maximum levels of relevant income for the employee's first
mandatory contribution is required. The MPF PO 18TH BTHDAY proration rule prorates relevant income
when the employee turns 18 years of age. The proration rule calculation is defined as follows:

Number of days contributed in a month / number of daysin month.

If aperiod spans two months, for example October 15, 2007 — November 1, 2007, the relevant incomeis
10000 HKD and the employee's birthday falls on the 16th, then contribution is prorated as follows:

(16/31 x 10000 x 5%) + (14/30 x 10000 x 5%) = 508.06.

For example, suppose an employeeis hired on February 1 and turns 18 on May 16, 2007, then the employee's
relevant income for May 2007 is 10000 HKD. MPF for May is calculated as follows:

31st day of employment: March 3, 2007

18th birthday: May 16, 2007

Relevant income (May 16 - 31, 2007): 10000 HKD X 16/31 = 5161.29 HKD
Max relevant income level: 20000 HKD

Min relevant income level: 4000 HKD

Employee's mandatory contribution for May 2007: 5161.29 HKD X 5%
Employer's mandatory contribution for May 2007: 5161.29 HKD X 5%

MPF PO 65TH BTHDAY Proration Rule

Effective October 1 2004, the MPF guidelines were revised by the Hong Kong Government. The revised
guidelines stipulate the new calculation of mandatory contributions for employees who attain the age of 65 on
or after 1 October 2004. Mandatory contributions are required based on the relevant income earned by the
employees up to the day before their 65th birthday regardless of when the income was actually paid to them.

If the employee's 65th birthday falls within the pay period, prorating of the minimum and maximum levels of
relevant income for the employee's last mandatory contribution is required. The MPF PO 65TH BTHDAY
proration rule prorates rel evant income when the employee turns 65 years of age. The proration rule
calculation is defined as follows:

Number of days contributed in a month / number of daysin month.

Example 1. Relevant income earned up to the day before the 65th birthday is between the minimum and
maximum levels of $5,000 and $20,000 per month:

Date of 65th birthday: 18 October 2004
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Contribution period start date : 1 October 2004

Contribution period end date: 31 October 2004

Relevant income: $12,000 (for October 2004)

Amount of employer contribution: $329.13 ($12,000 x 17/31 x 5%)
Amount of employee contribution: $329.13 ($12,000 x 17/31 x 5%)

Example 2: Relevant income earned up to the day before the 65th birthday is above the maximum level of
$20,000 per month:

Date of 65th birthday: 18 October 2004

Contribution period start date: 1 October 2004

Contribution period end date: 31 October 2004

Relevant income: $38,000 (for October 2004)

Amount of employer contribution: $1,000.00 ($20,000 x 5%)
Amount of employee contribution: $1,000.00 ($20,000 x 5%)

Making Statutory and Customary MPF Deductions

This section discusses the MPF deductions that are delivered by PeopleSoft.

PeopleSoft supplies the following deductions for the common M PF contributions. The deductions are
PeopleSoft maintained and are all defined with a calculation rule of Base x Percent. Mandatory and voluntary
deductions are delivered for both employers and employees.

Deduction Description
ERMPFMN1 Used for employer regular MPF mandatory contributions.
Employer Regular MPF Mandatory Base = MPF FM ERMN1
Contribution Percent = 5
(Statutory)
ERMPFMN2 Used for employer MPF mandatory contributions within the sixty-day
Employer Permitted Period MPF permitted period.
Mandatory Contribution Base = MPF FM ERMN2
Percent =5
(Statutory)

86 Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.



Chapter 8

Administering Mandatory Provident Fund Contributions

Deduction

Description

ERMPFVOL1

Employer Regular MPF Voluntary
Contribution

An additional 5 percent of relevant earnings and should be given to all
employees. The rest of the rules are the same as those for the MPF
Employer Voluntary deduction. The deduction is used for employer
MPF voluntary contribution.

Base= MPF FM ERVOL 1 BASE
Percent =5
(Customary)

ERMPFVOL2

Employer MPF Permitted Period
Voluntary Contribution

Used for employer MPF voluntary contributions within the sixty-day
permitted period.

Base = MPFFM ERVOL2 BASE
Percent =5
(Customary)

EEMPFMN1

Employee Regular Mandatory M PF
Contribution

Used for employee MPF mandatory contributions.
Base = MPF FM EEMN1 BASE

Percent =5

(Statutory)

EEMPFMN2

Employee Permitted Period Mandatory
MPF Contribution

Used for employee MPF mandatory contributions within the sixty-day
permitted period.

Base = MPF FM EEMN2 BASE
Percent =5
(Statutory)

EEMPFVOL1

Employee Regular Voluntary MPF
Contribution

Used for employee MPF voluntary contributions. Entered at the
deduction assignment level.

Base = Payee Level
Percent = 100
(Customary)

EEMPFVOL2

Employee Permitted Period Voluntary
contribution

Used for employee M PF voluntary contributions within the sixty-day
permitted period. Entered at the deduction assignment level.

Base = Payee Level
Percent = 100
(Customary)
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Note. Earnings that are included in the MPF calculation are referred to as relevant income and include wages,
sdaries, leave pay, fee, commission, bonus, and gratuity. Because not all earnings are included in MPF
calculations, it is possible to define the earnings that should be included in MPF calculation using the earning
component.

See Also

Appendix A, "Appendix: Globa Payroll for Hong Kong Reports,” page 169

Chapter 6, "Defining Earnings," Calculating Mandatory Provident Fund Earnings, page 67

Chapter 7, "Defining Deductions,”" Calculating Mandatory Provident Fund Deductions, page 79

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Permitted Period M PF
Contributions, page 95

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Regular M PF
Contributions, page 98

Accommodating MPF Exemption Rules and Limits

This section provides overviews of accommodating MPF exemption rules and limits, the MPF contribution
holiday rule, age eligibility rules, and permitted period termination rules, and discusses how to:

« Define casual employees for MPF contributions.
» Exclude employees from MPF calculations.

«  Apply maximum and minimum limits to MPF contributions.

Understanding Accommodating MPF Exemption Rules and Limits

88

This section discusses the exceptions and limits for MPF contributions.

Although it is mandatory for employers to pay MPF contributions for each employee, the following
exemptions and limits exist:

» Anemployee does not have to contribute to MPF for the first thirty days (contribution holiday) of
employment.

« If the employeeis paid on amonthly calendar basis, reaches the age of 65 prior to the period begin date,
and is not terminated, then MPF contribution is not required by either the employer or the employee for
that month.

« If an employee terminates within the first sixty days of employment (permitted period), the employer is
exempted from making the M PF contribution.

» For casual employees, the sixty-day (permitted period) rule for employers and thirty-day (contribution
holiday) rule for employees does not apply.
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« Mandatory contributions are subject to maximum and minimum levels.

For example, employees earning less than 5000 HKD per month in relevant income do not have to
contribute to MPF, but the employer still needs to contribute 5 percent of the employee'sincome, even if
the employee earns less than 5000 HKD in relevant income in the month. Employer mandatory
contributions have no minimum levels.

Note. No age eligibility or minimum and maximum rules are applied to employee voluntary deductions.
However, employer voluntary deductions do check for these rules.

rstanding the MPF Contribution Holiday Rule
This section discusses generation control resolution and the M PF deduction.

A generation control resolves the MPF deduction if the employee's service days are greater than thirty days.
For example, for the EEMPFMN1 deduction, the MPF generation control MPF GC EEMN1, using formula
MPF FM RSLV EEMNL1, resolvesif the employee's service days are greater than thirty days (not within the
holiday contribution period) and no additional exemptions apply.

Depending on whether the employeeis hired or rehired, days of service are calculated as:
Period End Date — Hire Date + 1

or

Period End Date — Rehire Date + 1

If the contribution holiday end date MPF DT HOL END DT is before or the same as the PERIOD END
DATE, then the formulaMPF FM HOL END DT resolves. The formula determinesif the period is greater
than the contribution holiday end date.

The formulaMPF FM END HOL PRD compares the holiday contribution end date to the pay period begin
date. Therule states that if the holiday end date does not fall on the first day of apay period then the
employee's MPF contribution will be waived until the next full pay period. Contributions begin when the pay
period begin date is greater than the contribution holiday end date. For example, suppose a monthly paid
employeeis hired on February 1, 2007, and the holiday end period is April 3, 2007. Because the April pay
period starts on the 1st, the employee will not have to contribute MPF until the next pay period (May 1,
2007).

See Also

Appendix A, "Appendix: Globa Payroll for Hong Kong Reports,” page 169

Chapter 6, "Defining Earnings," Calculating Mandatory Provident Fund Earnings, page 67

Chapter 7, "Defining Deductions,” Calculating Mandatory Provident Fund Deductions, page 79

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Permitted Period M PF
Contributions, page 95

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Regular M PF
Contributions, page 98
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Understanding MPF Age Eligibility Rules

This section discusses the formulae used to check the employees age before resolving and determining the
payment of MPF contributions.

The formula MPF FM AGE 65 checksiif the employeeis 65 years of age. The formula calls GP AGE IN
Y EARS to calculate the employee's age and resolves when the following conditions are true:

+ Theemployee'sageis 65.

» The employee's birthday falls within the period and on or before the payment date. The formula MPF FM
65 BIRTHDAY isused to check if the employee's 65th birthday falls within the pay period.

Note. GP AGE IN YEARS calculates the number of years from the employee's birthdate to the period end
date.

The generation controls MPF GC ERMN1 and MPF GC ERMN2 stop resolving MPF mandatory deductions
once the employee has reached 65 before the period begin date. The following example illustrates how the
payment date determines the payment of MPF contributions.

Employees Turning 65 Before The Period End Date

Suppose an employee turns 65 before the period end date. In Period 1, MPF is resolved; in Period 2, MPF is
also resolved because the employee turns 65 before the period end date, however, the MPF values are
prorated up to the day before the employee's 65th birthday. In Period 3, since the employeeis already 65,
MPF isn't resolved. The following diagram illustrates this scenario:

Period 1 Period 2 Period 3

64 65 Period End Date 66

An employee turns 65 before the period end date

Note. If the employee ceases employment immediately upon reaching the age of 65 and all outstanding
relevant incomeis paid or payable on the day before the employee's 65th birthday, the final payment is
considered arelevant income and contributions are payable on it.
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See Also

Appendix A, "Appendix: Global Payroll for Hong Kong Reports,” page 169

Chapter 6, "Defining Earnings," Calculating Mandatory Provident Fund Earnings, page 67

Chapter 7, "Defining Deductions,” Calculating Mandatory Provident Fund Deductions, page 79

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Permitted Period MPF
Contributions, page 95

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Regular M PF
Contributions, page 98

Understanding MPF Permitted Period Termination Rules
This section discusses MPF and termination rules.

Termination is only considered if the employee terminates from a primary job. The array MPF AR PRIM
JOB retrieves the hire date, rehire date, and termination date from the job table for the employee's primary
job. The formulaMPF FM TERM CONTRB checksiif the employee terminates before the employee's
birthday, using the following elements:

« MPFFM TERMINATE - Determines if the termination is within the permitted period.
« MPF VR TERM DATE - Resolves the termination date.
« MPFDT BIRTHDAY - Resolvesthe birth date.

The formulaMPF FM TERM CONTRB resolves if the termination date is before the employee's birthday. If
the employee turns 65 within the contribution period and terminates before age 65, then the MPF contribution
is deducted.

Note. If an employer decides to make the first contribution during the first sixty days of employment
(permitted period), MPF is calculated and deducted for the employee.

Working with Contributions on the Last Day of Employment

The contribution period for aterminated employee can also end on the date the employee is terminated. If the
employee's contract states that the final contribution should be paid on the last date of employment, then the
mandatory contributions for the relevant employee should be paid to the trustee on or before the tenth day
after the date of cessation of employment.

For example, suppose arelevant employee paid on a calendar month basis ceases employment on April 10,
2007 and al outstanding relevant income is paid on that day, the mandatory contributions for the last
contribution period should fall due on April 20, 2007. However, if their salary for April is payable under the
employment contract on April 30 (following the normal pay cycle) the contribution period would end on
April 30, and the mandatory contributions would be due on May 10.

Note. In the period the employee terminates, the maximum and minimum limits are not prorated.
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See Also

Appendix A, "Appendix: Global Payroll for Hong Kong Reports,” page 169

Chapter 6, "Defining Earnings," Calculating Mandatory Provident Fund Earnings, page 67

Chapter 7, "Defining Deductions,” Calculating Mandatory Provident Fund Deductions, page 79

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Permitted Period MPF
Contributions, page 95

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Regular M PF
Contributions, page 98

Chapter 13, "Defining Absence Rules," Calculating Absence Entitlements on Termination, page 151

Defining Casual Employees for MPF Contributions

Contributions for casual employees are calculated each pay or contribution period. Casual employees are
processed in a separate pay group from other employees as they are most often paid daily.

Asthereis adifference between the way that casual employees and non-casual employees are calculated, you
can mark an employee as a casual employee. The variable MPF VR CASUAL FLG (casua pay group staff
flag) is delivered as customary data and is attached at the pay group override level to indicate whether the pay
group isfor casua employees.

See Also

Appendix A, "Appendix: Global Payroll for Hong Kong Reports,” page 169

Chapter 6, "Defining Earnings," Calculating Mandatory Provident Fund Earnings, page 67

Chapter 7, "Defining Deductions,”" Calculating Mandatory Provident Fund Deductions, page 79

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Permitted Period M PF
Contributions, page 95

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Regular MPF
Contributions, page 98

Excluding Employees from MPF Calculations

92

This section discusses how to exclude specific employees from MPF calculations.

Although all members of the workforce between the ages of 18 and 65 are eligible for MPF, you may have to
exclude an employee from MPF calculations. The CM SE INITIALISE section (common initialize section
paid by dligibility) is delivered as an example. Y ou can change the section to pay by payee and exclude
specific employees from MPF calculations by entering the deduction as inapplicable at the deduction
assignment level. By doing this, the employee is exempted from MPF calculations in every pay run.
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See Also

Chapter 8, "Administering Mandatory Provident Fund Contributions," Accommodating M PF Exemption
Rules and Limits, page 83

Appendix A, "Appendix: Global Payroll for Hong Kong Reports,” page 169

Chapter 6, "Defining Earnings," Calculating Mandatory Provident Fund Earnings, page 67

Chapter 7, "Defining Deductions,” Calculating Mandatory Provident Fund Deductions, page 79

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Permitted Period MPF
Contributions, page 95

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Regular M PF
Contributions, page 98

Applying Maximum and Minimum Limits to MPF Contributions

Mandatory contributions are subject to maximum and minimum levels. For example, employees earning less
than 5000 HKD per month in relevant income do not have to contribute to MPF. However, the employer till
needs to contribute 5 percent of the employee'sincome, even if the employee earns less than 5000 HKD in
relevant income in the month. Employer mandatory contributions have no minimum levels. For employees
earning more than 20000 HKD per month, mandatory contributions for employer and employee are capped at
1000 HKD (5 percent of 20000 HKD).

Note. MPF calculations for pay periods other then monthly are identical, except that the maximum and
minimum levels of relevant income will vary.

The MPF BR MINMAX REVL bracket stores the minimum (variable MPF VR MIN LEVEL) and maximum
(variable MPF VR MAX LEVEL) relevant income ceiling for each period frequency. The following table
lists the maximum and minimum levels of contribution for the different pay periods:

Copyright

Pay Period Min Level of Relevant Income Max Level of Relevant Income
Daily 160 650
Weekly 1120 4550
Biweekly 2240 9100
Fortnightly 2240 9100
Monthly 5000 20000
Quarterly 8000 40000
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Pay Period Min Level of Relevant Income Max Level of Relevant Income

Yearly 48000 240000

This rule enables you to run multiple calendars in a period. For example, you can run aregular pay run and
thirteenth month pay in separate calendars. The rules calculate contributions as follows:

Regular Run

Relevant Income = 19000

M PF contribution = 19000 x 5%

Thirteenth Month
Relevant Income = 19000
M PF Contribution = 1000 x 5%

MPF contribution is calculated on 1000 HKD instead of 19000 HK D in the thirteenth month pay run because
MPF is capped at 20000 HKD.

Note. If an employee has concurrent jobs, the maximum and minimum limits are applied per employee, not
per job. The holiday period is applied to the earliest hire date (or rehire date) of the employee's primary job
regardless of whether the employee has concurrent jobs.

Commencing Employee MPF Contributions

Contributions for the period in which the employee's contribution holiday ends are calculated on a prorated
basis. Prorating may be performed based on the number of days in the month. On this basis, the minimum
levels of relevant income for one day in October (a 31 day month) and one day in November (a 30 day
month) would be 129 HKD and 133 HKD respectively. Accordingly, the minimum levels of relevant income
for the week from October 29, 2007 to November 4, 2007 would be:

919 HKD (3x 129 + 4 x 133)

Note. You can use 160 HKD and 650 HKD as the daily minimum and maximum levels of relevant income.
The minimum and maximum levels for contribution periods longer than a day are calculated as a multiple of
the daily minimum and maximum levels.

For example, suppose an employee is paid monthly and commences employment on April 11 and his or her
monthly salary is 18000 HK D, and the employee's contribution holiday ends on May 10. For the purposes of
calculating their mandatory contributions for the month ending May 31.:

The employee's relevant income = 12194 HKD (being 18000 HKD x 21/31)
The maximum relevant income level = 13545 HKD (being 20000 HKD / 31 rounded to closest dollar x 21)
The minimum relevant income level = 2709 HKD (being 4000 HKD / 31 rounded to closest dollar x 21)

Since the relevant income is between 2709 HKD and 13545 HK D, the mandatory contributions for the month
ending May 31=609.28 HKD (being 12194 HKD x 5%).

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.



Chapter 8 Administering Mandatory Provident Fund Contributions

See Also

Appendix A, "Appendix: Global Payroll for Hong Kong Reports,” page 169

Chapter 6, "Defining Earnings," Calculating Mandatory Provident Fund Earnings, page 67

Chapter 7, "Defining Deductions,” Calculating Mandatory Provident Fund Deductions, page 79

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Permitted Period MPF
Contributions, page 95

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Regular M PF
Contributions, page 98

Calculating Permitted Period MPF Contributions

This section provides an overview of permitted period MPF contributions and discusses how to:

« Calculate employer mandatory permitted period MPF contributions.
» Calculate employee mandatory permitted period M PF contributions.

» Calculate employer and employee voluntary permitted period M PF contributions.

Understanding Permitted Period MPF Contributions

Permitted MPF deductions only resolve during the sixty-day employment period (permitted period). One
MPF deduction is resolved in every period for reporting, so the reports can retrieve the contribution periodsin
which the permitted M PF deduction is resolved.

The formula MPF FM PERM PERIOD checks whether the current period falls within the permitted period
and resolves whether the period begin dateis |ess than or equal to the permitted period end date.

The date MPF DT PERM END DT returns the permitted period end date. Depending on whether the
employeeis hired or rehired, the permitted period end date calculation is as follows:

Hire date + 59 days
or

Rehire date + 59 days

Note. It is possible that you will make MPF contributions immediately and not wait until the permission
period has elapsed. Since rules cater for the permission period, you are required to remove all associated
PeopleSoft rules that cater for the permission period; hence, these deductions are processed as regular
deductions.
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See Also

Appendix A, "Appendix: Global Payroll for Hong Kong Reports,” page 169

Chapter 6, "Defining Earnings," Calculating Mandatory Provident Fund Earnings, page 67

Chapter 7, "Defining Deductions,” Calculating Mandatory Provident Fund Deductions, page 79

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Regular M PF
Contributions, page 98

Chapter 8, "Administering Mandatory Provident Fund Contributions,” Accommodating MPF Exemption
Rules and Limits, page 88

Calculating Employer Mandatory Permitted Period MPF Contributions

The ERMPFMN2 contribution is calculated at 5 percent of relevant income for employees between the ages
of 18 and 65 if they have relevant income greater than 4000 HKD for the month. The maximum relevant
income that isincluded in the calculation is 20000 HKD.

The formula MPF FM ERMN2 with generation control MPF GC ERMN2 (using formula MPF FM ERMN2)
resolvesif the following conditions are true:

« Theemployee's ageis greater than or equal to 18 and less than 65, or
« Theemployee's age is 65 and their birthday falls within the period, and
» The period is within the permitted period.

The generation control stops resolving the deductions once the employee's age is above 65 before the period
begin date.

The bracket MPF BR MINMAX REVL retrieves the minimum and maximum amount associated with the
period frequency.

See Also

Appendix A, "Appendix: Global Payroll for Hong Kong Reports,” page 169

Chapter 6, "Defining Earnings," Calculating Mandatory Provident Fund Earnings, page 67

Chapter 7, "Defining Deductions,” Calculating Mandatory Provident Fund Deductions, page 79

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Regular M PF
Contributions, page 98

Chapter 8, "Administering Mandatory Provident Fund Contributions," Accommodating MPF Exemption
Rules and Limits, page 88
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Calculating Employee Mandatory Permitted Period MPF Contributions

The formula MPF FM EEMN2 BA SE with generation control MPF GC EEMN2 (using formula MPF FM
RSLV EEMNZ2) calculates the relevant income for employee mandatory contributions within the permitted
period, based on the following:

» Relevant incomeis prorated if the employee isanew hire or rehire (using the formulas MPF FM SET
STARTDT, MPF FM PERM STRTDT, and MPF FM SET EE STRT).

» Relevant incomeis prorated if the employee turns 18 years of age (using formula MPF FM AGE 18-64
and prorate using MPF PO 18TH BTHDAY).

« Relevant incomeis prorated if the employee turns 65 years of age during the pay period (using formula
MPF FM 65 BIRTHDAY and prorate using MPF PO 65TH BTHDAY).

The bracket MPF BR MINMAX REVL retrieves the minimum and maximum amount associated with the
period frequency.

See Also

Appendix A, "Appendix: Globa Payroll for Hong Kong Reports,” page 169

Chapter 6, "Defining Earnings," Calculating Mandatory Provident Fund Earnings, page 67

Chapter 7, "Defining Deductions,”" Calculating Mandatory Provident Fund Deductions, page 79

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Regular M PF
Contributions, page 98

Chapter 8, "Administering Mandatory Provident Fund Contributions," Accommodating M PF Exemption
Rules and Limits, page 83

Calculating Employer and Employee Voluntary Permitted Period MPF
Contributions

The formula MPF FM ERVOL 2 BA SE with generation control MPF GC ERVOL2 (MPF GC EEVOLZ2 for
employees) using formulaMPF FM RSLV ERVOL2 (MPF FM RSLV EEVOL2 for employees) resolves
when the period is within the permitted period.

The post processing formula MPF FM POST EEV OL 2 prorates the amount.

The formulaMPF FM MAX LVL using variable MPF VR MAX LEVEL determines the maximum
contribution level.
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See Also

Appendix A, "Appendix: Global Payroll for Hong Kong Reports,” page 169

Chapter 6, "Defining Earnings," Calculating Mandatory Provident Fund Earnings, page 67

Chapter 7, "Defining Deductions,” Calculating Mandatory Provident Fund Deductions, page 79

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Regular M PF
Contributions, page 98

Chapter 8, "Administering Mandatory Provident Fund Contributions,” Accommodating MPF Exemption
Rules and Limits, page 88

Calculating Regular MPF Contributions

This section discusses how to:

« Cadculate employers regular mandatory MPF contributions.
» Calculate employees regular mandatory MPF contributions.
» Calculate employer regular voluntary MPF contributions.

» Calculate employees regular voluntary MPF contributions.
See Also

Appendix A, "Appendix: Global Payroll for Hong Kong Reports," page 169

Chapter 6, "Defining Earnings," Calculating Mandatory Provident Fund Earnings, page 67

Chapter 7, "Defining Deductions,” Calculating Mandatory Provident Fund Deductions, page 79

Chapter 8, "Administering Mandatory Provident Fund Contributions," Accommodating M PF Exemption
Rules and Limits, page 838

Chapter 8, "Administering Mandatory Provident Fund Contributions,” Calculating Permitted Period M PF
Contributions, page 95

Calculating Employers Regular Mandatory MPF Contributions

98

The ERMPFMNL contribution is calculated at 5 percent of relevant income (5 percent of earningsthat are
included in the MPF calculation). MPF need only be calculated for employees between 18 and 65 years of
age and only on the first 20000 HK D of relevant income for the month. For casual employees, contributions
are calculated and paid from day one.

While contributions have to be calculated from the employees hire date, the first contribution to MPF for non-
casua employees does not have to be made on or before the first contribution day after the sixty-day
employment period ends.
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The post processing formula MPF FM POST ERMN1 checksiif it isthe reporting period. If it is, the MPF
contributions from the permitted period (sixty-day employment period) and the current period are totaled.

The formula MPF FM ERM N1 with generation control MPF GC ERMNL1, using formula MPF FM RSLV
ERMNL1, resolves when the employee is between 18 and 65 (using formula MPF FM AGE 18-64), and the
contribution is calculated on the first 20000 HKD of relevant income for the month.

Contributions for casual employees with the MPF VR CASUAL FLG are calculated and paid from day one.
See Also

Appendix A, "Appendix: Global Payroll for Hong Kong Reports," page 169

Chapter 6, "Defining Earnings," Calculating Mandatory Provident Fund Earnings, page 67

Chapter 7, "Defining Deductions," Calculating Mandatory Provident Fund Deductions, page 79

Chapter 8, "Administering Mandatory Provident Fund Contributions," Accommodating M PF Exemption
Rules and Limits, page 88

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Permitted Period M PF
Contributions, page 95

Calculating Employees Regular Mandatory MPF Contributions

The formula MPF FM EEMN1 BA SE with generation control MPF GC EEMNL1, using formula MPF FM
RSLV EEMN1, resolves the deduction if the employee's service days are greater than thirty days (not within
the holiday contribution period).

The MPF FM EEMN1 formula cal culates the relevant income for regular employee mandatory contributions
based on the following:

» Relevant incomeis prorated if the employeeisanew hire or rehire. (Using MPF PO REVLNT INCM).
» Relevant incomeis prorated if the employee turns 18 years of age. (Using MPF PO 18TH BTHDAY).
« Relevant incomeis prorated if the employee turns 65 years of age. (Using MPF PO 65TH BTHDAY).

The bracket MPF BR MINMAX REVL retrieves the minimum and maximum amount associated with the
period frequency.
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Chapter 8, "Administering Mandatory Provident Fund Contributions," Accommodating MPF Exemption
Rules and Limits, page 88

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Permitted Period MPF
Contributions, page 95

Calculating Employer Regular Voluntary MPF Contributions

The formula MPF FM ERVOL 1 BA SE with generation control MPF GC ERVOL 1, using formula MPF FM
RSLV ERVOL1, resolves based on the following:

» Reevant incomeis prorated if the employee turns 18 years of age— (Using MPF PO 18TH BTHDAY).

« |f theemployeeisnot 18 years of age, the bracket MPF BR MINMAX REVL retrieves the minimum and
maximum amount associated with the period frequency.

The post processing formula MPF FM POST ERVOL 1 checksif it isthe reporting period. If so, the MPF
contribution from the permitted period and the current period are totaled.

See Also

Appendix A, "Appendix: Globa Payroll for Hong Kong Reports,” page 169

Chapter 6, "Defining Earnings," Calculating Mandatory Provident Fund Earnings, page 67

Chapter 7, "Defining Deductions,” Calculating Mandatory Provident Fund Deductions, page 79

Chapter 8, "Administering Mandatory Provident Fund Contributions," Accommodating M PF Exemption
Rules and Limits, page 83

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Permitted Period M PF
Contributions, page 95

Calculating Employees Regular Voluntary MPF Contributions

100

The generation control MPF GC EEVOL 1, using formulaMPF FM RSLV EEVOL1, caculates the relevant
income for regular employer mandatory contributions based on the following:

+ Reevant incomeis prorated if the employee turns 18 years of age. (Using MPF PO 18TH BTHDAY).

« If theemployeeisnot 18 years of age, then the bracket MPF BR MINMAX REVL retrievesthe
maximum amount associated with the period frequency.
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The formula MPF FM POST EEV OL 1 prorates the deduction amount.
See Also

Appendix A, "Appendix: Global Payroll for Hong Kong Reports," page 169

Chapter 6, "Defining Earnings," Calculating Mandatory Provident Fund Earnings, page 67

Chapter 7, "Defining Deductions," Calculating Mandatory Provident Fund Deductions, page 79

Chapter 8, "Administering Mandatory Provident Fund Contributions," Accommodating M PF Exemption
Rules and Limits, page 88

Chapter 8, "Administering Mandatory Provident Fund Contributions,” Calculating Permitted Period M PF
Contributions, page 95

PeopleSoft Glabal Payroll 9.1 PeopleBook, " Setting Up Accumulators®

Setting up Additional MPF Recipient Details

The administrative body to which MPF deductions are paid is treated in the system the same way as any other
deduction recipient although for reporting purposes some additional M PF-specific detail is stored at recipient
level.

See Chapter 9, "Running Banking and Recipient Processes,”" Setting Up Additional Mandatory Provident
Fund Report Details, page 107.

See Also

Appendix A, "Appendix: Global Payroll for Hong Kong Reports,” page 169

Chapter 6, "Defining Earnings," Calculating Mandatory Provident Fund Earnings, page 67

Chapter 7, "Defining Deductions,”" Calculating Mandatory Provident Fund Deductions, page 79

Chapter 8, "Administering Mandatory Provident Fund Contributions," Accommodating MPF Exemption
Rules and Limits, page 88

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Permitted Period MPF
Contributions, page 95

Chapter 8, "Administering Mandatory Provident Fund Contributions," Calculating Regular MPF
Contributions, page 98
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Submitting the Remittance Statement

102

The GPHKMPF1 Remittance Statement enables you to report on mandatory and voluntary MPF contributions
that were deducted for the contribution period for the MPF provider. The statement is used to inform the
trustee of the amount of MPF contributions paid for relevant employees.

If an employee changes pay groupsin the pay period, the employee is reported only once under the most
recent pay group. Active employees, excluding those who haven't been enrolled yet (under 18 or less than 60
days employment), are included in the statement even if they have no relevant earnings for the month.
Employees with no relevant MPF earnings are included in the existing employees section of the report.

M PF contribution amounts are printed for each type of MPF deduction. Contributions for employees with
different contribution periods (such as weekly and monthly) are reported in separate remittance statements.

Asit ispossible to have multiple pay groups with the same remittance period, you can enter multiple pay
groups on the run control.

To provide for reporting terminated employees MPF contributions, change the calendar payment date to the
appropriate date, then run payroll for terminated employees through a group list. Having done this, you can
generate the remittance statement for terminated employees because the report is generated by payment date
and group list.

However, if you must run it for continuing employees, set the appropriate calendar payment date before
running the payroll so that you can generate the report with the regular payment date and regular group list,
excluding the terminated group list.

Note. While service providers might specify their own remittance statements, the MPF Authority specifiesthe
content and format of the remittance statement with which the service provider must comply. The remittance
statement has, therefore, been defined in accordance with the content and format of the statement specified by
the MPF Authority.

The statement is sorted by recipient name (MPF provider), because while in most organisations there is only
one provider, it is possible for an organisation to use multiple MPF providers.

L egidlation requires the employer to make MPF contributions within 10 days of the employee's termination
date during regular periods. Therefore, you must generate the Remittance Statement within 10 days of
termination.
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Running Banking and Recipient
Processes

This section provides overviews of banking and recipient processing, the Hong Kong banking process flow,
and discusses how to:

Link source banks to pay entities.

Set up additional Mandatory Provident Fund report details.
Manage electronic fund transfers (EFT) to recipients.
Generate recipient payment report files.

Process manual and separate cheques.

Understanding Banking and Recipient Processing

Global Payroll for Hong Kong supports net payment (employee salary) direct deposits and recipient payments
using the electronic file (HSBC) format used by the Hong Kong and Shanghai Corporation Bank. Banking
and recipient processing enables you to:

Run an EFT file creation process to generate afile that includes employee salaries (net payments) and
recipient payments.

Net amounts and recipient payments are calculated by the core banking process and stored in the
GP_PAYMENT result table.

Generate data for delivering deduction details to the recipient.

The process extracts payment information directly from the GP_PAYMENT result table to create the
HSBC file.

Decide whether to take the commission out of the recipient payment, as recipients may pay a commission
to the pay entity.

Keep track of your banking and recipient processing, and generate the following reports:
« Net Payment report: Contains information about amounts transferred to employee accounts.

» Recipient report: Contains details about amounts collected from employees on behalf of arecipient.
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See Also

Appendix A, "Appendix: Global Payroll for Hong Kong Reports,” page 169

PeopleSoft Global Payroll 9.1 PeopleBook, " Defining Banking Instructions®

Understanding the Hong Kong Banking Process Flow

The Global Payroll banking process brings together payroll data, pay entity source bank data, and payee or
recipient bank data. The Hong Kong EFT file creation process extracts data compiled by the banking process
according to the type of EFT file that you are creating, merges it with data provided by the Hong Kong
country extension, and creates the file for transmission.

Global Payroll handles the banking process as follows:
1. Runsthe payroll process using Global Payroll.

This provides the payment data for the banking process.
2. Runsthe Glabal Payroll banking process.

Net amounts and recipient payments are calculated by the core prepayment banking process and stored in
the GP_PAYMENT result table. The payment statusisset to P (prepared). The GP_PAYMENT result
table contains one entry for every net pay distribution from every payment included in a calendar run and
provides the basis on which an organization pays its payees.

3. Using Global Payroll for Hong Kong, run the Electronic File For Transfers Application Engine process
(GPHK _EFT), which populates the HSBC file used for electronic fund transfer.

In this step, the system selects payees from GP_PAYMENT with the following parameters:
« Payment status: P (prepared).

» Payment type: 01 (net pay distribution).

» Payment method: T (bank transfer).

« Currency code: HKD.

The payment status for the selected payeesisset to T (transferred) in GP_PAYMENT.

Note. Y ou must run the banking process before the HSBC file generation process.

See Also

PeopleSoft Global Payroll 9.1 PeopleBook, "Defining Banking Instructions’
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Common Elements Used in This Chapter

HSBC Hong Kong and Shanghai Banking Corporation.

HSBC file Electronic file format, as described by the Hong Kong and Shanghai
Corporation Bank (fixed-length file used for electronic fund transfer).

HSBC EFT data Single process used to generate the data required for reporting in the EFT
format, as defined by HSBC.

Recipient Any third-party organization that has dealings with the employer using
global payroll software.

Net Payment Payment that includes employee salaries.

Sour ce Bank Money sources defined at the pay entity level, from which payroll

disbursements are drawn. They identify each funding location and the EFT
formats used by each institution.

Viewing Delivered Elements

The PeopleSoft system delivers aquery that you can run to view the names of all delivered elements designed
for Hong Kong. Instructions for running the query are provided in the PeopleSoft Global Payroll 9.1
PeopleBook.

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How to View
Delivered Elements

Linking Source Banks To Pay Entities

To link source banks to pay entities, use the Pay Entity Bank Details HKG (GPHK_PYENT_SBNK)
component.

After you identify your banks and branches, source banks are the first entities that you create as part of the
banking feature in Global Payroll. Source banks identify each funding location and the EFT formats used by
that institution.

This section discusses how to link source banksto pay entities.
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Page Used to Link Source Banks To Pay Entities

Chapter 9

Page Name

Definition Name

Navigation

Usage

Pay Entity Bank Details
HKG

GPHK_PYENT_BNK

Set Up HRMSS, Product
Related, Global Payroll &

Link a source bank to a pay
entity and define the source

Absence Mgmt, bank's customer number
Framework, Organizational, | that identifies the EFT
Pay Entity Bank Details formats used by that
HKG, Pay Entity Bank organi zation.
DetailsHKG

Linking Source Banks To Pay Entities

106

Access the Pay Entity Bank Details HKG page (Set Up HRMS, Product Related, Global Payroll & Absence
Mgmt, Framework, Organizational, Pay Entity Bank Details HKG, Pay Entity Bank Details HKG).

Pay Entity Bank Details HKG

Pay Entity: G1PEC G1PEC used for GP LS

L

*Source Bank 1D Account Name Customer Number

1/[03032 @, Account 1234567 Name 00291817 [+]|[=]

@

Pay Entity Bank Details HKG page

Pay Entity and Source Bank  Link a specific pay entity with the source bank 1D that is used to fund all
ID payroll activitiesfor al payeesthat are part of this pay entity. The system
uses these links to:

« Locate (for net payments) source bank 1Ds and pay entities for the
calendar group ID.

« Locate (for recipient payments) source bank IDs and pay entities for the
debit date.

« Locate (for both net and recipient payments) the source bank IDs and
pay entities for the debit date and the calendar group ID.

Define your source banks and account numbers on the Source Bank
Accounts page.
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Customer Number

See Also

Running Banking and Recipient Processes

For each source bank ID, identify the appropriate bank or branch customer
number (bank reference number). This number identifies the EFT formats
used by that institution and is used to generate the name of the electronic

file.

The HSBC file nameisthefirst 8 digits of the customer number with the
APC file extension. Because HSBC has the profile of all customers, they
verify the submitted file with the customer information. If thefileisvalid,
they transfer the funds on the appointed date.

For example, the HSBC customer number for PeopleSoft Hong Kong is 586
2988 023-233. The autopay file for PeopleSoft Hong Kong is

58629880.APC.

PeopleSoft Global Payroll 9.1 PeopleBook, "Defining Banking Instructions,” Defining Source Banks

Setting Up Additional Mandatory Provident Fund Report Details

To set up additional Mandatory Provident Fund (M PF) report details, use the Deduction Recipients HKG
(GPHK_RCP_CMN) component.

This section discusses how to:

»  Set up recipient commission and MPF scheme details.

» Link employees to recipients by membership number.

Pages Used to Set up Additional Mandatory Provident Fund Report Details

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.

Page Name

Definition Name

Navigation

Usage

Deduction Recipients HKG

GPHK_RECIPIENT_EXT

Set Up HRMSS, Product
Related, Global Payroll &
Absence Mgmt, Banking,
Deduction Recipients HKG,
Deduction Recipients HKG

Enter additional recipient
information including that
required for the MPF
Remittance Statement.
Additional information
must be captured for each
MPF scheme. Define the
commission calculation
method for one or more pay
entities and associate each
recipient with afile layout
name.
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Page Name Definition Name Navigation Usage
Add Recipient Mbrship Nbr | GPHK_MEMBERSHIP_NO Global Payroll & Absence | Link employeesto
HKG Mgmt, Payee Data, Net Pay | recipients using the
/ Recipient Elections, Add | employee's membership
Recipient Mbrship Nbr number.
HKG, Add Recipient
Mbrship Nbr HKG

Setting up Recipient Commission and MPF Scheme Details

Access the Deduction Recipients HKG page (Set Up HRMS, Product Related, Global Payroll & Absence
Mgmt, Banking, Deduction Recipients HKG, Deduction Recipients HKG).

Deduction Recipients HKG

Recipient I1D: G1GNAZD
File layout Hame: ACCOUNT_CHARTFIELD 9 GL Account Thi Fiat File

Registration Number:

2 4 0
) Scheme
; - - *Commission *Commission Commission
Pay Entity Description Recipient Group Nbr Calc Option Calc Method Value
1/|GH3 %4, Hong Kong Business Institute G Report j |N0ne j [+]|[=]

Deduction Recipients HKG page

Note. Multiple views of this page are available on the tabs in the scroll area. We document fields common to
all viewsfirst.

Common Page Elements

File Layout Name Select the appropriate file layout from those you have created in
Application Designer for the electronic files you submit to your recipients.

Registration Number Thisisthe MPF reference number and it appears on the MPF Remittance
Statement.

Pay Entity Enter the pay entity that is going to receive any commission payable by the

recipient. If the commission is to be deducted from the payment due to the
recipient, the debit to this pay entity's source bank will be reduced by the
commission amount.

Commission & Scheme Details

Y ou can define the commission calculation method for one or more pay entities and associate each recipient
with afile layout name.

108 Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.



Chapter 9

Commission Tab

Recipient Group Nbr
(recipient group number)

Commission Calc Option
(commission calculation
option)

Commission Calc M ethod
(commission calculation
method)

Commission Value

Scheme Tab

Running Banking and Recipient Processes

When a transaction takes place between the employer and the recipient, itis
common to have a unique identification number representing the
organization. Enter the unique identifier which the recipient has supplied to
your pay entity. For payment to recipients, the group number is part of the
unique lodgment reference that is part of each recipient EFT file.

Associate a group number with the pay entity who will remit amounts to the
recipient. This unique ID must be captured and maintained for the reports
and electronic file supplied to the recipient.

Commission is calculated either for reporting or for deducting the
calculated amount (from the total amount transferred). Select the method
used to calculate fee processing:

Deduct (deduct commission): The system deducts the commission amount
from the payment due to the recipient. Select a Commission Calc Method,
either flat amount or percentage.

Report (report only): The system reports the commission amount in the
EFT file but doesn't deduct it from the payment.

Once arecipient has been identified for processing and the total amount to
be paid is known, the system cal culates commission (if you have specified
it) and deducts the amount or fee from the total amount. This step is carried
out only if the setup at the recipient level (for the pay entity) has been set to
"cal culate and deduct commission.”

Enter the commission as a percent rate (Percentage) or flat amount (Flat
Amt).

If commission isto be deducted, the appropriate value is calculated and the
newly calculated amount is written to the file layout object:

e Theflat amount commission payment calculation is:
(Payment Amount) — (Commission Value)

« The percentage amount commission payment calculation is:
(Payment Amount) x (Commission Value)

The flat amount or percentage of the commission to be calculated. If you

select Flat Amt or Percent as the Commission Calc Method, you must enter
avaue in the Commission Vaue field.

Note. Y ou should enter the value as adecimal (2 percent as 0.02).

Thefieldsin this page are for MPF reporting.

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved. 109



Running Banking and Recipient Processes Chapter 9

Participation Number, Just as recipients identify each employer with a group number, they also
Contact 1D, and Contact identify their employees, as a group, with a unigue number that is also
Phone known as the participation number.

Linking Employees to Recipients by Membership Number

Access the Add Recipient Mbrship Nbr HKG page (Global Payroll & Absence Mgmt, Payee Data, Net Pay /
Recipient Elections, Add Recipient Mbrship Nbr HKG, Add Recipient Mbrship Nbr HKG).

Add Recipient Mbrship Nbr HKG
Angela Lee Person ID: CFG0308
. [+][=]
Recipient ID: KOBKGR1 4 Banking - General Receiver 1
Membership Number;
Add Recipient Mbrship Nbr HKG page
Recipient ID When a transaction takes place between the employer and the recipient, it is

common to have a unique identification number representing the
organization. Enter the unique identifier that the recipient has supplied to

your pay entity.

Member ship Number For reporting, employers must enter their MPF membership details for each
of their employees. Just as recipientsidentify each employer with agroup
number, they also identify their employees (associated with the employer)
with a unique number that is also known as the participation number.

The membership number is used on the reports and electronic file supplied
to the recipient.

Managing Electronic Fund Transfers to Recipients

This section provides an overview of the EFT HSBC file and discusses how to manage electronic fund
transfers to recipients.

Understanding the EFT HSBC File

The Hong Kong-standard HSBC file for EFT is created by a process that provides multiple options that
control what each file contains. Y ou can create an EFT file that contains:
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* Net pay dataonly.
» Recipient dataonly.
« Net pay and recipient data.

The following diagram shows the tables that contribute data to the HSBC file that is part of the EFT file:

Met Distribution Details Source Bank Details Bank Details
GPF_MNET_DIST_DTL SRC_BANK BANK EC TEL

Recipient Details GP_PAYMENT BANK_BRANCH_TBL
GPHK_RECPNT _SBL PYE_BAMNKACCT
GPHK_RCP_PYNT_S GPHE_PYENT_SBNK

Y
Create HSEC File
HSEBC File

Tables contributing data to the HSBC file

Note. Y ou must finalize your banking process (GP_PMT_PREPARE) before you can create the HSBC file.
After the HSBC file has been created, the system changes PMT_STATUS on GP_PAYMENT from P
(prepared) to T (transferred).
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Pages Used to Manage Electronic Fund Transfers to Recipients

Page Name

Definition Name

Navigation

Usage

Create EFT Payment File
HKG

GPHK_EFT_RUNCTL

Global Payroll & Absence
Mgmt, Payment Processing,
Create EFT Payment File
HKG, Create EFT Payment
File HKG

Enter run parameters and
initiate the Electronic File
For Transfers Application
Engine process
(GPHK_EFT), which
creates the EFT filefor the
bank transfer and the
reports. This page enables
you to decide whether the
EFT file should contain net
payment data, recipient
payment data, or both.

Net Payment Report HKG

GPHK_NPY_RUNCTL

Global Payroll & Absence
Mgmt, Payment Processing,
Net Payment Report HKG,
Net Payment Report HKG

Generate the Net Payment
report that contains
information on amounts
transferred to employee
accounts. Lists the same
details that are written to the
electronic file (generated for
net payments).

Creating the EFT HSBC File

Access the Create EFT Payment File HKG page (Global Payroll & Absence Mgmt, Payment Processing,
Create EFT Payment File HKG, Create EFT Payment File HKG).

112
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Run Control 1D;

Payment Date:

Description:

Create EFT Payment File HKG

Fepornt Manager Process Monitor Run

*Payment Type: Met Pay and Recipient j

]
Calendar Group 1D: G1_GRP_DECO8_FCA %,

10/18/2006 [5)

Recipient IDv Description

1/|GXBKGRS Banking - General Receiver 5 [+]|[=]

Bi-Weekly - 15t Fay Period

Debit Date: il

Create EFT Payment File HKG page

Payment Type

The EFT file that the system creates contains only payments of the type that
you specify. The value that you select here enables you to identify which
details are written to the EFT file and determines the other fields that you
must compl ete on this page.

Net Pay Distribution: Enter a calendar group ID and payment date. Y ou
don't need to enter a debit date or recipient ID. Only employee salary details
(net payments) are processed. The system selects employees with a
payment method of bank transfer for the specified calendar group. When
processing net payments, multiple pay entities are associated with asingle
calendar group ID, and thereisadistinct EFT file for each pay entity,
regardless of whether they use HSBC or some other format.

Recipient Payment: Enter a debit date. Y ou don't need to enter a calendar
group I1D. Recipient payments are selected. Y ou might be processing

payroll weekly but paying the recipient only once per month or quarter.
Therefore, if you processed by calendar group 1D, you produce only one
period of payments for the recipient. This problem is overcome by using the
Debit Date field. Y ou can enter the date on which recipients must be paid.
The date that you enter is compared to the Debit Date field in the
GP_PAYMENT result table. All matching rows for the selected recipient in
which the payment type is Recipient Payment or Net Pay and Recipient are
retrieved for processing.

Net Pay and Recipient: Enter a calendar group ID, debit date, and recipient
ID.

To process recipients, the payment type can be either Recipient Payment or

Net Pay and Recipient—both are included. Both payments are processed if
you select both payment types.
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Calendar Group ID

Payment Date

Debit Date

Recipients List

Recipient 1D

Chapter 9

Enter the calendar group ID for which you want the file to be created. This
enables you to select a separate pay calendar to pay a smaller group of
employees on a different date.

Note. Thereisapossibility of using multiple EFT formats to generate the
electronic file. There might be multiple pay entitiesin asingle calendar
group ID, which means that the process can create separate flat files for
each pay entity.

Enter the date passed to the EFT file header on which the fund amount is
transferred between accounts by the bank. Enter a date regardless of the
payment type that you select.

Identifies the recipient transactions that should be selected for processing.
The system extracts recipient payments for which the deposit schedule date
equals the deposit date.

Select recipientsto be paid by bank transfer.

A recipient ispaid only if the payment method in the GP_PAYMENT result
table has been identified as T (bank transfer). A recipient identified with a
payment method other than bank transfer is not processed, even if selected
here.

Note. Leaving thisfield blank indicates that a file must be created for all
recipients.

Generating Recipient Payment Report Files

This section provides an overview of recipient payment files and discusses how to create the recipient

payment file.

Understanding Recipient Payment Files

114

It is common for organizations to transmit afile to a recipient so that they can update their records. For
example an organization might pay a recipient weekly and, at the end of the month, deliver afile with all of
the payment details. Recipients generally specify the information that they want and the report file layout.
After you create thefile layout, link it to the recipient on the Deduction Recipients HKG page.

Y ou can select the appropriate file layout from those that you created in PeopleSoft Application Designer for
the electronic data (report) files that you submit to your recipients. When you run the creation process, the
system creates the file in the layout that you specify here.

PeopleSoft supplies asamplefile layout for the recipient file template, GPHK_RCPNT_FILE.
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Important! The Application Engine program GPHK _RCPFILE iswritten to process only the
GPHK_RCPNT_FILE recipient schedule file. Y ou can make minor changes to that file, for example field
order, but if you make major file layout changes you will need to create additional Application Engine

programs to process them.

Pages Used to Generate Recipient Payment Files

Page Name Definition Name

Navigation

Usage

Create Recipient File HKG | GPHK_RCP_RUNCTL

Global Payroll & Absence
Mgmt, Payment Processing,
Create Recipient File HKG,
Create Recipient File HKG

Generate your recipient
payment file. This process
stores recipient I Ds that
should be included during
the EFT process for the
recipient payment.

Recipient Payment Report [ GPHK_RCP_RUNCTL

HKG

Global Payroll & Absence
Mgmt, Payment Processing,
Recipient Payment Report
HKG, Recipient Payment
Report HKG

Generate the Recipient
Payment report, which
contains details of amounts
collected from employees
on behalf of arecipient. The
report lists the same details
that are written to the
electronic file (generated for
recipients).

Creating the Recipient Payment File

Access the Create Recipient File HKG page (Global Payroll & Absence Mgmt, Payment Processing, Create

Recipient File HKG, Create Recipient File HKG).

Create Recipient File HKG

Run Controd ID: - PS

IEninsh vI

Language:
Debit Date: 10/31/2006 [
Recipient ID Description
1|GHBKRG10 @, GR10

Feport Manager

Process Manitor

Run

Create Recipient File HKG page
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Debit Date Enter a date to initiate the process. The process retrieves al recipient
payments for which the debit date in the GP_PAYMENT result table equals
the debit date that you entered on the Create EFT Payment File HKG page.

The system extracts payment data for which the deposit date equals the date
that you enter here.

Recipients List

Recipient 1D Enter one or more recipient IDs to restrict the number of recipients being
processed and reported.

Note. This page should contain the same values that you entered for the generation of the file for bank
transfer. A different set of values can lead to generating a file with atotally different set of information. For
example, if you ran the bank transfer with a payment date of March 31, 2007 and the recipient payment fileis
generated for February 28, 2007, the results are not the same. Y ou should use the same run time parameters.

See Also

Chapter 9, "Running Banking and Recipient Processes," Managing Electronic Fund Transfers to Recipients,
page 110

Processing Manual and Separate Cheques

This section discusses how to:
» Process manual cheques using calendars.

» Process separate cheques.

Processing Manual Cheques Using Calendars

116

Organizations are often required to produce manual cheques for their employees. When required, all values
are calculated and paid outside of the payroll system. PeopleSoft enables you to enter these valuesin the
system to keep the employee's earning history current.

If a payment to a payee ismissed in Global Payroll, enter the values into the pay calendar in which the
payment should have occurred. The system recognizes that the pay calendar has been finalized and considers
changes made to that calendar during retroactive processing.

To use calendars for manual chegues:
1. Createanew calendar ID and calendar group ID.

If you incorporate into the naming convention of the calendar group I1D a notation that the run was
specifically for manual cheques, you can identify at the employee level that the payment was not banked.
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2. Add or correct the data (through positive input) in the calendar in which the payment should have
occurred.

If the amounts have already been calculated and paid, enter these values here and retro process the entered
amounts.

3. Run the pay calculation process for the new calendar.
4. Finalize the pay run when you are satisfied that the results are correct.

5. Usetheresults of the calculation to create and issue the cheque.

Warning! Don't run the banking process. This prevents the payment from being sent to the bank.

Processing Separate Cheques

It isalso common for employers to have local agreements that require certain paymentsto be assigned to a

separate cheque number. PeopleSoft enables you to assign additional earnings to a separate cheque number,
either on a one-time basis through positive input or on a more permanent basis through additional earnings.

When you run the pay calculation process, a separate gross-to-net calculation is performed.

Y ou typically use separate cheque functionality for bonus payments and retro payments, and the result in the
pay calculation is a separate gross-to-net calculation.

To process separate chequesin Global Payroll, set up anew calendar, enter positive input, and process the
pay run as usual. (Retro payments can be made in separate calendars, but most earnings need a generation
control so that they are not processed in the retro run.)

Employees might also request that their net pay, as the result of this separate calculation, be deposited to a
different bank account than that of their regular pay. Global Payroll enables employees to have multiple net
distribution details, but they are defined by run type. If you defined arun type for regular run type and
another for bonus run type, then the employee can nominate a different bank account for each run.

Note. If thismethod is used to pay into a different bank account, then retro mismatches occur. When retro
triggers are processed, you must manually forward the deltas to atarget calendar on the Unprocessed Retro
Deltas page.
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Printing and Viewing Payslips

This section discusses how to:

«  Print paydlips.

» Override paydlip delivery options.
« View paydipsonline.

Printing Payslips

This section provides an overview of paydlip printing and discuses how to print payslips.

Understanding Payslip Printing
The template that you defined controls the layout of the printed paysdlip.

Y ou print payslips by calendar group ID. Y ou can restrict the payslips printed from the pay run associated
with the calendar group ID.

Y ou can print payslipsfor:

« Anentire calendar group ID.

» Individual payeesfor the selected calendar group ID.

» Groups of payeesin the selected calendar group ID by pay entity, pay group, department, or location.

Viewing Delivered Elements
The PeopleSoft system delivers a query that you can run to view the names of all delivered elements designed
for Hong Kong. Instructions for running the query are provided in the PeopleSoft Global Payroll 9.1
PeopleBook.
See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How to View
Delivered Elements
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Page Used to Print Payslips

Page Name Definition Name Navigation Usage
Create/Print Paydlips HKG | GPHK_RUNCTL_PSLP Global Payroll & Absence | Generatesthe paysip. Note
Mgmt, Paydlips, that you must first define

Create/Print Payslips HKG, | the Calendar Group ID to
Create/Print Payslips HKG | generate the paydlip. All
groups selected in the
Group ID field will
automatically be recreated
during the payroll run.

Printing Payslips

120

Access the Create/Print Paydlips HKG page (Global Payroll & Absence Mgmt, Paydlips, Create/Print
Paydips HKG, Create/Print Payslips HKG).

Create/Print Payslips HKG

Run Control ID; ~ PS Report Manager Process Monitor Run

Calendar Group ID: |GD2APRO @, Calendar Group GD2 Apr01
Pay Entity List
Pay Group List
Departrment List
Location List

Payee List

*Sort Key 1: |F'a'fgrl:|LI|:| j *Sort Key 2: | Pay Entity j *Sort Key 3: |Employee Namej

Create/Print Payslips HKG page

Calendar Group ID Select the calendar group for which to create payslips.

Pay Entity List, Pay Group  If you want to print payslips for select portion of the calendar group, you
List, Department List, can print payslips only for selected pay entities, pay groups, departments,
L ocation List, and Payee List locations, or payees by clicking one of these links and selecting those pay

entities, pay groups, departments, locations, or payees for which to create

payslips.
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Sort Key 1, Sort Key 2,and  You can set up to three sort keys from the following options: Department,
Sort Key 3 Employee Name, Location, Not Applicable, Pay Entity, or Pay Group. If
you select Not Applicable, the program prints payslips by employee ID.

Overriding Payslip Delivery Options

The default delivery option for al paydipsistheinterna or external address that you selected when you
defined your payslip template. Y ou can set an effective-dated override of that delivery option at payee level
using the Payslip Delivery Option HKG page.

Page Used to Override Payslip Delivery Options

Page Name Definition Name Navigation Usage
Paydlip Delivery Option GPHK_PSLP_PYE Global Payroll & Absence | Specify an override for the
HKG Mgmt, Payee Data, delivery option for a payee.

Paydlips, Paydip Delivery
Option HKG, Paydlip
Delivery Option HKG

Viewing Payslips Online

If you license the PeopleSoft ePay application, employees can view an online version of the payslip as a self-
service transaction. To aid in resolving questions raised by employees about their payslips, the payroll
administrator can view employees' self service payslipsin an online view that replicates the employees view.
What you see onlineis based upon the layout defined in your paydip template, just as what you see on the
printed paydlip is based on the payslip template.

See Also
PeopleSoft ePay 9.1 PeopleBook, "Managing Pay Information for Global Payroll," Setting Up View Paydlip
PeopleSoft ePay 9.1 PeopleBook, "Managing Pay Information for Global Payroll,” Viewing Payslips Online
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Managing Off-Cycle Payments for Hong
Kong

This chapter provides an overview of the off-cycle processing and discusses how to:
» Record manual payments for Hong Kong.

» Enter corrections for Hong Kong.

« Make unscheduled payments for Hong Kong.

« Advance payrollsfor Hong Kong.

Note. Please refer to the PeopleSoft Global Payroll 9.1 PeopleBook for information on off-cycle setup and
processing.

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Managing Off Cycle Processing”

Understanding Off-Cycle Processing

This section discusses:
» The off-cycle process.
» Types of off-cycle transactions.

« Viewing of delivered elements.

The Off-Cycle Process
Off-cycle processing refers to processing payments and making corrections to payroll results outside of the

normal payroll schedule. Off-cycle transactions are usually made to correct prior payments, enter manual
payments, or to make early termination payments that can't wait until the next scheduled payroll.
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Types of Off-Cycle Transactions
The four types of off-cycle transactions are:
1. Manua payments

Manual payments enable you to enter payments that you have calculated and paid outside of the payroll
system. Examples include paying a new hire with a manual check, because their pay details were not
entered in time for the normal pay run.

2. Corrections

Corrections enable you to correct results of any finalized payroll. Examples include reversing asick leave
payment when workers compensation should have been paid.

3. Unscheduled payments

Unscheduled payments enables you to enter one-time payments that fall outside the normal payroll
process. Examples include one time bonuses or expense reimbursement.

4. Advances

Advances enables you to pay payees before their normally scheduled pay run. Examples include salary
due on termination.

Viewing Delivered Elements

The PeopleSoft system delivers a query that you can run to view the names of all delivered elements designed
for Hong Kong. Instructions for running the query are provided in the PeopleSoft Global Payroll 9.1
PeopleBook.

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How to View
Delivered Elements

Recording Manual Payments for Hong Kong

This section provides an overview of recording manual payments and provides examples of how to use the
manual payment functionality with the Hong Kong delivered rules.

Manual Payments
When entering manual payments for Hong Kong payees, it is recommended that all calculations be manually

calculated outside the system and then entered. The following areas need to be considered when entering
manual payments:
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» Selecting the Period (Calendar) Paid and Payment Date on the Period Calendar tab of the Manual
Payments page.

The selection of the period paid and payment date need to be considered carefully. When selecting the
period paid, it is recommended that you select the previous finalized calendar or the current open
calendar. The selection of the payment date directly affects how elements are accumulated. For example,
if you have an accumulator that accrues based on period end date, the payment date may not update the
accumulator balances at the right time.

»  Selecting processing controls on the Manual Payments page.

The Period Begin Date and Period End Date should default after selecting the Period (Calendar) Paid. It
is recommended that these dates not be changed as the delivered Hong Kong rules have been designed to
calculate using whole periods, and may not automatically segment if a partial period is entered.

The run type defaults from the Period (Calendar) Paid and it is recommended that the default be used. To
ensure that the payee's manual payment is processed by the system, the Allow Duplicates check box must
be selected on the run type; otherwise, the payee may not be processed again if the system detects that
they have aready been processed in the period.

Sop Regular Resolution enables you to stop the resolution of all elements on the process list except the
elements entered into the manual payment. If you decide to allow regular resolution, an analysis would
need to be performed to understand the impact on your supporting elements.

If using the Limited Element Set, you need to ensure that all elements calculate independently of pre- or
post-processing formulas, as these do not resolve during off-cycle processing.

Note. Manual payments are used to record monetary values only, absence accumulators will not be updated
using this method.

Entering Corrections for Hong Kong

This section provides an overview of corrections and provides examples of how to make corrections using the
Hong Kong delivered rules.

Corrections
The Corrections page of the Off-Cycle Requests component (GP_OFFCY CLE_SETUP) is used when you
need to change finalized results, usually due to auser error. This method uses period-to-date logic built into
the Hong Kong delivered statutory rules.
The following areas need to be considered when entering corrections:

» All earnings and deductions need to have period-to-date logic applied.

« Thismethod is used to correct pay accumulators only. Absence accumulators will not be corrected.
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Making Unscheduled Payments for Hong Kong

This section provides an overview of unscheduled payments and provides examples of how to make
unscheduled payments using the Hong Kong delivered rules.

The Unscheduled Payments page of the Off-Cycle Requests component (GP_OFFCY CLE_SETUP) isused to
make one-time payments that are processed outside of the on-cycle payroll. Examples include bonuses and
expense reimbursements. This method uses period-to-date logic built into the Hong Kong delivered statutory
rules when calculating.

The following areas need to be considered when entering unscheduled payments:

» All earnings and deductions need to have period-to-date logic applied.

»  When selecting the period paid, it is recommended that you select the previous finalized calendar or the
current open calendar.

» Thismethod is used to record monetary values only. Absence accumulators will not be updated.

Advancing Payrolls for Hong Kong

This section provides an overview of advance payrolls and provides examples of how to make advance
payrolls using the Hong Kong delivered rules.

The Advance Payrolls page of the Off-Cycle Requests component (GP_OFFCY CLE_SETUP) is used when
you would like to pay an employee before their normal on-cycle pay run. For example an employeeis
terminating employment with your organisation, and the termination payment needs to be paid immediately
and not in the next on-cycle pay run. The following is recommended when making advance payments:

» Always select the next open calendar, as skipping calendars may update accumulators incorrectly.

» Absence accumulators will calculate automatically for the calendar group selected.

Note. Advance Payroll does not replace Pay in Advance functionality used for Hong Kong absences.
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Processing Inland Revenue Reports

This chapter provides an overview of processing Hong Kong Inland Revenue (IR56) reports and discusses
how to:

» Generate Inland Revenue report data.
» Review and maintain IR56 report data.
» Generate the IR56B electronicfile.

» Run Inland Revenue reports.

Understanding Hong Kong Inland Revenue Reporting

Y ou must generate several reports to comply with Hong Kong legidative payroll requirements. These reports
are statutory and report the following information:

IR56B: Employer's return of remuneration and pensions.

» |R56E: Notification by employer of an employee commencing work.

» |R56F: Notification by employer of an employee about to cease employment.
» |IR56G: Notification by employer of an employee about to depart Hong Kong.
« |R56M: Notification of remuneration paid to persons other than an employee.

We discuss all aspects of the creation of the data for these Inland Revenue reports. Thisincludes all of the
pages that enable, generate, and maintain both employee and company identification and biographical data
that support the reporting requirements of the Hong Kong Inland Revenue Department (IRD).

To ensure that you populate all of the available details required for your Inland Revenue reports, it is
important that you follow the correct sequence of steps:
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1. Set up report data using the following pages:

Report Element Setup.
» Departure Details.
« Principal Employer of PT EE.
« Employee Housing Quarters.
» Self Employed Data.
« Overseas Concern Details.
« IR56 Creation Controls HKG.
+ Tax Reference Number Details.
» IR56 Exchange Rate Definition.
2. Generate IR56 report data using the Create IR56 Data HKG page.
3. Review and maintain IR56 report data using the following pages:
» |R56 Personal Details.
» IR56 Job / Quarters Details.
» |R56 Monetary Details.

4. Generate IR56 reports using the Print pages for each of the reports (IR56B, IR56M, IR56E, IR56F and
IR56G).

5. Generate the IR56B Electronic File using the IR56 Electronic File Creation page.

Note. Inland Revenue reports also use personal data, such as spouse details and national 1Ds. Y ou can check
thisinformation after you run the reports using the IR56 Personal Details page.

See Also

Chapter 12, "Processing Inland Revenue Reports," page 127

Generating Inland Revenue Report Data

This section provides an overview of the Inland Revenue Report data creation process and discusses how to
generate the IR56 report data.
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Understanding the Inland Revenue Report Data Creation Process

The Inland Revenue Report data creation process generates datafor all Inland Revenue reports. The Inland
Revenue Department has defined the report layout and the conditions that must be met while generating the
IR56 reports. These conditions affect the way in which you generate and store the data in PeopleSoft tables.

The GPHK _IR56_TBL table stores the results of the data generated by the data creation process. This datais
used for viewing and generating the IR56B electronic file and hard copy reports.

Note. The IR56 creation program maintains the creation date. During the printing of IR56 documents, if the
system identifies a document as a replacement, the system retrieves the date when it created the earlier
version and uses that as the submission date.

Viewing Delivered Elements

The PeopleSoft system delivers a query that you can run to view the names of all delivered elements designed
for Hong Kong. Instructions for running the query are provided in the PeopleSoft Global Payroll 9.1

PeopleBook.

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How to View

Dedlivered Elements

Page Used to Generate Inland Revenue Report Data

Page Name

Definition Name

Navigation

Usage

Create IR56 Data HKG

GPHK_IR56_CREATE

Global Payroll & Absence
Mgmt, Year-End
Processing, Create IR56
Data HKG, Cresate IR56
DataHKG

Run the process that
captures information
required for generating
IR56 data and reports. After
the processis initiated, the
system identifies eligible
employees and retrieves the
information required for

reporting.

Generating IR56 Report Data

Access the Create IR56 Data HK G page (Global Payroll & Absence Mgmt, Y ear-End Processing, Create
IR56 Data HKG, Create IR56 Data HKG).
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Create IR56 Data HKG

Run Control ID:  ps Report Manager Process Monitor ki
*Tax Reference Number: (41234567 @, Hong Kong Business Institute
*Tax Year: 2006 ™ Recreate
*Report Type: Select Report To Process j
Begin Date: 01/01/2008 [5) End Date: |12/31/2006 [ Creation Date: | 10/18/2006 [

CIEETL ]

EmpliD Hame
1/|ooo2 %, SusanJones [+] | [=]
2 (0004 L, Afif Ovedara [+]/[=]

Create IR56 Data HKG page

Tax Reference Number Select the tax reference number representing the pay entity (or entities) for
which the IR56 must be generated. IR56 reports al run by tax reference
number, which has a major impact on the way the system creates and stores
IR56 data. For every employee attached to the pay entity (sharing the tax
reference number), the system combines amounts for each year to date
element by currency code and stores them in the IR56 result tables. After
the process is completed, you can use the IR56 Monetary Details page to
enter adjustments to reflect the amount that should be reported on the IR56
documents.

Tax Year Enter the period for which the report must be reported. Hong Kong has set
the tax period to be April 1 to March 31. Enter the year with 4 digits (for
example, 2006).

Note. Although the tax year is not required for the IR56G and |R56F
reports, you must still enter it.
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Recreate When you run the IR56 generation process for the first time, the value of
thisfield does not matter. Data is generated for the selected employees or
all eligible employees of the pay entity.

When you initiate the process again with the same parameters, the Recreate
check box determines the following:

If you select the check box:

» Employees (recordsin the IR56 table) that belong to the select group
are deleted if the document created earlier has not been issued. Manual
changes or information entered on the employee record using the IR56
Inquiry component are retained and included in the new record created
for the employees.

« If employees have been issued the respective document, a new
employee record is generated on top of the existing one. The newly
created record isidentified as a replacement record. Manually entered
information in the earlier version is copied into the new record.

If you deselect the check box, records are generated for the select group
only if they don't already have arecord existing. The record created is
identified as an original record.

Note. The select group is the employee list entered on the run control page
or the employees that are selected based on the criteria entered on the run
control page for a specific pay entity.

Begin Date and End Date These fields are required for the IR56F, IR56G, and |R56E reports. They
enable you to narrow down the criteria of employee for whom the report
should be generated. The begin and end dates are the tax period for which
the employee received a particular amount.

For an IR56F, employees whose termination dates occur during the
specified date range are selected.

For an IR56G, employees whose departure dates from Hong Kong occur
during the specified date range are selected.

For an IR56E, employees whose hire dates occur during the specified date
range are selected.

Unlike the IR56B and IR56M reports, in which balances for employees
must be retrieved as of the end of the year, balances in this case are
retrieved as of the period end date. The process identifies the last finalized
pay calendar that is closest to the period end date and retrieves the balances
for reporting.
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Selected Employee List for IR56

EmplID (employee
identification)

Working with Report Types

Y ou can initiate the data creation process for a specific set of employees by
selecting one or more employees.

Although you can select an employee ID, the process still decidesif an
employeeis eligible to receive the selected IR56 document. For example, if
you are running the process to create IR56B and you select an employee
who has been terminated, the process ignores this employee.

Report Type

Processing

Annual Return For Employees
IR56B

Employees who are active at the end of the tax year are
selected for processing. Active employees are identified
by their employee status. Vaues are:

A: Active.

P: Leave with pay.

Q: Retired with pay.

U: Terminated with pay.

The value is matched with the current row in the JOB
record for the employee. Because an employee can have
multiple jobs, the statusis checked against all of the job
records for the employee being processed. An employee
is considered active when at |east one job record
matches the previously mentioned employee status.

Annual Return For Non-Employee
IR56M

Non-employees who are active at the end of the tax year
are selected for processing. The same processing as
IR56B occurs.

Notify Employee Departing HKG
IR56G

Employees whose dates of departure from Hong Kong
are during the period that you specify are selected for
processing. Although this report is more likely for
terminated employees, the process does not search for
the employee status of the employee. The process
ensures that the employee has not been issued an IR56B
or IR56F for the same period of employment.

Notifying New Employee
IR56E

Employees whose hire dates are during the period that
you specify are selected for processing. Although this
report is more likely for terminated employees, the
process does not search for the employee status of the
employee. The process ensures that the employee has
not been issued an IR56B or IR56F for the same period
of employment.

132

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.



Chapter 12 Processing Inland Revenue Reports

Report Type Processing
Notifying Terminating Employee Employees who have been terminated during the period
IRS6F are selected for processing. Employees are considered

terminated when all the concurrent jobs associated with
their EmplIDs have been terminated.

The Employee Status field in the JOB record identifies
whether an employee is active or inactive. Valid
employee status values to identify terminated employees
are

A: Active.

P: Leave with pay.

Q: Retired with pay.

U: Terminated with pay.

An employee is considered inactive when all the job
records match the previously mentioned employee
status. The process ensures that the employee has not
been issued an IR56B or IR56G for the same period of
employment.

Note. The employee statusis only one of the parameters used to determine whether the employeeis eligible
to receive an IR56 report. The second parameter isthe Y TD balance that is maintained by payroll.

Reviewing and Maintaining IR56 Report Data

This section provides an overview of Inland Revenue reporting generated data inquiry pages and discusses
how to:

+ Maintain IR56 personal details.

« Maintain IR56 monetary details.

Understanding Inland Revenue Reporting Generated Data Inquiry Pages

After you set up and generate the data required for Inland Revenue reporting and generate those forms, you
can review the results and maintain available fields. The IR56 Inquiry component enables you to view and
amend the generated IR56 data.

To access the component, enter the specific Inland Revenue report type, tax year, run number, employee ID,
or pay entity. Theinquiry pages display the information generated for an employee for specific report types.
The fields on these inquiry pages contain three types of values:

« Values generated from related tables that you cannot modify.

« Valuesthat you can enter only on the inquiry page because there is no way of calculating the value.
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» Values generated by the IR56 data creation process, which you can override by entering an adjustment

amount.

The adjustment amount is captured and maintained in a separate field.

Pages Used to Review and Maintain IR56 Report Data

Review/Update IR56 Data
HKG, IR56 Personal

Page Name Definition Name Navigation Usage

IR56 Personal Details GPHK_IR56_INQ1 Global Payroll & Absence | View the IR56 details
Mgmt, Authority generated for the employee
Correspondence, and review an employee's

personal information
including their

Review/Update IR56 Data
HKG, IR56 Job / Quarters
Details

Details identification details, spouse
details and address history.
IR56 Job / Quarters Details | GPHK_IR56_INQ2 Global Payroll & Absence | View the IR56 details
Mgmt, Authority generated for the employee.
Correspondence, This page provides job-

related and housing quarter
information provided to the
employee including country
departure and employee
residence quarters details.
The employee residence
quarters details default from
the details you set up on the
Employee Housing Quarters
page. The country departure
details default from the
details you set up on the
Departure Details page.

IR56 Monetary Details GPHK_IR56_INQ3 Global Payroll & Absence
Mgmt, Authority
Correspondence,
Review/Update IR56 Data
HKG, IR56 Monetary
Details

View the IR56 details
generated for the employee
and enter employee
monetary and tax details.
Specific group boxes for
each report type aso

Maintaining IR56 Personal Details

Access the IR56 Personal Details page (Global Payroll & Absence Mgmt, Authority Correspondence,

Review/Update IR56 Data HK G, IR56 Personal Details).
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| L E SR 0 [ IRS6 Job § Quarters Details || IR56 Monetary Details

EmpliD: KHOOA0 Xue Lim

Run Number: 0 *lssue Status: Issued =]
Tax Year: 2004 Begin Date: 04/01/2003

Report Type: Motifying Terminating Employee End Date: 01M9/2004

Gender; Female

Marital Status: Married

Employee Identification Detail

Hational 1D: KK5556765
Passport Number:
Hame: Lim Birm
National 1D FE2343123

Passport Number: 3269545

Address History Find | View Al First EI 4 of 4 1Y Last
Country: HKG @, Hong Kong
Address: RM 565  Edit Address

TA TUNG HOUSE
43 HEMMESSY ROAD

Hong Kong Island, WARN CHI

IR56 Personal Details page

| ssue Status Displaysthe level of the report. The value is Not Issued when the process
generates the data, but the printing process has not been completed. When
you run the printing process, the value changes to Issued. To stop a
particular record from being processed, select On Hold. This status stops
both the electronic file process and the printing process from processing the
record.

Y ou can aso change the status back to Not Issued.
Electronic File Status If you are creating an IR56B for an employee after you have sent the
electronic file to the IRD, there are additional records that weren't included

in theinitial file. The new electronic file status is Supplementary. The status
of theinitial fileis Sent.
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Employee Identification Detail and Employee Spouse Details

In addition to employee details, statutory reports must report details of the employee's spouse. The Workforce
Administration menu in HR provides the Dependent Information (DEPEND_BENEF) and Depdnt
Identification Details (IDENTIFICATN_DEP) components to maintain spouse details.

Name Displays the employee's full name details. The Name History pagein
Workforce Administration enables you to enter employee namesin non-
English characters. Y ou can enter names in Chinese and English at the
sametime in separate fields.

PeopleSoft enables you to enter employee names in alternate characters.
Thisfeatureis available in the Workforce Administration - Personal Details
component in HR.

Note. The Chinese name is used in correspondence with the Inland
Revenue Board and is used on the employee's payslip.

National 1D It is necessary to store the employee and spouse Hong Kong Identity Card
(IC) numbers or Tax File Numbers. Thisinformation isused in
correspondence with the Inland Revenue Department. It is also necessary to
store the Identity Card numbers of the employee's dependants.

The details are retrieved from the National 1D table (PERS _NID) under
Personal Data. The DEP_BENEF _NID table contains different IDs for an
employee's spouse.

Passport Number Displays the employee or spouse passport number (required for

noncitizens). The CITIZEN_PSSPRT table contains passport details of both
employees and their dependants.

Address History

Edit Address To change any of the default address details, click thislink to access the
Edit Address page.

Maintaining IR56 Monetary Details

Access the IR56 Monetary Details page (Global Payroll & Absence Mgmt, Authority Correspondence,
Review/Update IR56 Data HK G, IR56 Monetary Details).
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" IR56 Personal Details |[ IR56 Job / Quarters Details | G e p Bl e

Xue Lim Person ID: KHOO010

Run Number: 0

Tax Year: 2004

Report Type: Motifying Terminating Employee
Total Amount

Find | View Al First 2 4 of 3 I Last

IR56 Report Element: 01 Salary / Wages
Accumulators associated with Report Element

Customize | Find | View 21| B | 8 Fist B 011 0 a2
Adjustment
Amount

Element Hame Begin Date End Date Amount *Currency Amount

1 BASSAL_FYTDA 3629032 |HKD @, 3629032

Amount: 3629032

Comments:

Tax Amount paid by Employer: 000 [HKD /& Begin Date: End Date:
Payments by Overseas Concern

Overseas Concern Identifier:

Amount Paid (in HID): HKD @&,
Enter -ve amount for Unknown:

IRS6F Specific Details

Amount Not Declared But Paid: 0.00
Name of New Employer:

Address of New Employer:

Future Correspondence
Address:

IR56 Monetary Details page

Total Amount

IR56 Report Element and Displays predetermined categories that appear in Inland Revenue reports.

Element Name Associate payroll accumulators (element names) that must be reported
against an IR56 report element instead of rerunning payroll to populate the
accumulators.

Associate payroll accumulators with |R56 report elements on the IR56
Report Data HK G page.
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Begin Date and End Date Displays the dates during which the element and accumulator link are
effective.

Note. These fields are editable if the issue status not |ssued.

Adjustment Amount, Thefirst instance of the Amount field displays the amount calculated by the

Amount, and Currency data creation process (in HKD) and it initially appearsidentically in two
other locations in the group box. Thefirst field remains the same, regardiess
of any adjustments (element additions or subtractions) you make. Instead of
modifying this generated amount, you enter additional adjustment rows
which enable you to add or subtract any additional amounts (in any
currency) not calculated during the initial data creation process. Y ou can
enter amounts to add or negate a value generated by the process for an
accumulator associated with areport element. For example, if you have to
subtract 300 USD from the initial amount because the employee has been
temporarily employed by a different pay entity, enter — (minus) 300 in the
Adjustment Amount field and select USD as the Currency in the new row.
The amount in the Amount field at the bottom of the Total Amount group
box automatically adjusts by subtracting the equivalent of 300 USD and
displaying the new total. Similarly, if you want to add 300 USD, enter 300
in the Adjustment Amount field.

Note. The Adjustment Amount field is editable if the issue status not
I ssued.

The IR56 creation process supports multiple currency processing which
impacts the way year to date values are processed and stored in the IR56
result table. In addition to entering manual adjustments, you can enter the
currency code in which you are paying the amount. The process calcul ates
the valuein local HKD currency and displays the amount reported on the

IR56 reports.
Tax Amount paid by Displays the amount of taxes paid by an employer for an employee. This
Employer information is needed for IR56 reporting.

Payments by Overseas Concern

If the employee received an amount from an overseas concern, select the organization that made the payment
and enter the amount.

Overseas Concern Identifier  Select the code used to track the overseas concern. Define the overseas
concern name and identifier on the Overseas Concern Details page.

Amount Paid (in HID) and Enter the amount paid by the overseas concern to the employee and select

Enter -ve amount for the currency for the amount (it can be any currency that is defined in the
Unknown system). If the amount is unknown, enter any negative amount (— 400).
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IRS6E/F/G/M Specific Details

For each report type that you select, an additional group box appears, enabling you to enter details specific to
the report.

See Also

Chapter 4, "Setting Up Inland Revenue Reports,” Linking Accumulators with Report Elements, page 22

Generating the IR56B Electronic File

This section provides an overview of flat file generation and discusses how to generate the IR56B electronic
file.

Understanding Flat File Generation

PeopleSoft provides the ability to create aflat file that complies with Hong Kong Inland Revenue Department
reguirements for the submission of electronic files. The output is created by an Application Engine process
using afile layout object that has the same structure as that of the electronic file expected by the IRD of Hong
Kong.

The employees are selected from the GPHK _|IR56_TBL table and records from GPHK_IR56 TBL,
GPHK _IR56 QTR, and GPHK _IR56_DTL are retrieved and processed. During the process, personal
information, spouse details, and identifications details are also retrieved and the file layout object
GPHK_IR56B is populated.

Page Used to Generate the IR56B Electronic File

Page Name Definition Name Navigation Usage
Create IR56B Elec File GPHK_IR56_EFILE Global Payroll & Absence | Create aflat filethat
HKG Mgmt, Y ear-End complies with Hong Kong
Processing, Create IR56B Inland Revenue Department
Elec File HKG, Create requirements for the
IR56B Elec File HKG submission of electronic
files.

Generating the IR56B Electronic File

Access the Create IR56B Elec File HKG page (Globa Payroll & Absence Mgmt, Y ear-End Processing,
Create IR56B Elec File HKG, Create IR56B Elec File HKG).
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Run Control ID: PS

*Tax Year:

Creation Date:

Create IR56B Elec File HKG

*Tax Reference Number: |(A)1234567 @ Hong Kong Business Institute

10/18/2006 [5

Report Manager Process Monitor Run

[ Test Run

Create IR56B Elec File HKG page

Tax Reference Number

Tax Year

Test Run

IR56 reports run by tax reference number, which has a major impact on the
way the system creates and stores IR56 data. For every employee attached
to the pay entity (sharing the tax reference number), the system combines
amounts for each year to date element by currency code and storesthem in
the IR56 result tables. After the process is completed, you can use the IR56
Monetary Details page to enter adjustments to reflect the amount that
should be reported on the IR56 documents.

Displays the period for which the report must be created. Hong Kong has
set the tax period to be April 1 to March 31.

Note. Although the tax year is not required for the IR56G and IR56F
reports, you must still enter it.

Select this check box to create (but not send) the electronic file, so that you
can view and check your data. When selected, employee records are not
marked as sent and the supplementary status is not applicable.

Running Inland Revenue Reports

140

There are several statutory reports that you must generate to comply with Hong Kong legislative payroll
requirements. The data creation process must be run before running these reports.

» ThelR56B isan annual report generated for tax declaration purposes. A summary of the earnings and
deductions for each employee is reported in a predetermined format. The information is also generated in
a predetermined electronic file format and submitted electronically.

« ThelR56M isareport of candidates, other than employees, who received remuneration at aperiod in time
(for agiven tax year) and are about to cease employment in a given period of time.

+ ThelR56G isareport on employees who are about to depart from Hong Kong. All tax liabilities are to be
settled before the employee's departure.
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» ThelR56F isareport of employees who are about to cease employment in a given period of time. You
are not required to submit the report if aterminated employee is about to depart Hong Kong. Instead, you
should submit an IR56G report.

» ThelR56E isareport that lists employees who have joined the organization in a given period of time. It
must be sent within three months from the date of commencement of employment.

Note. As companies are split into multiple pay entities, the reports display the company name and not the pay
entity name. For example, the company name could be Brentworth Holdings and incorporate the following
pay entities—Brentworth Holdings Aeronauticals Ltd., Brentworth Holdings Catering Ltd., and Brentworth
Holdings Aviation Services. The IR56 report displays Brentworth Holdings as the reporting name.

Pages used to Run Inland Revenue Reports

Page Name

Definition Name

Navigation

Usage

IR56B Report HKG

GPHK_IR56B_RUNCTL

Globa Payroll & Absence
Mgmt, Y ear-End

Processing, IR56B Report
HKG, IR56B Report HKG

Generate the IR56B
(GPHK0001) — Employer's
Return of Remuneration and
Pensions report.

IR56M Report HKG

GPHK_IR5M_RUNCTL

Global Payroll & Absence
Mgmt, Y ear-End

Processing, IR56M Report
HKG, IR56M Report HKG

Generate the IR56M
(GPHK0002) —
Notification of
remuneration paid to
persons other than an
employee report.

IR56E Report HKG GPHK_IRS6E_RUNCTL Global Payroll & Absence | Generatethe IR56E —
Mgmt, Authority Notification by Employer of
Correspondence, |R56E an Employee commencing
Report HKG, IR56E Report | work report.
HKG

IR56F Report HKG GPHK_IR56FG_RUNCTL Globa Payroll & Absence | Generate the IR56F —

Mgmt, Authority
Correspondence, |R56F
Report HKG, IR56F Report
HKG

Notification by Employer of
an Employee about to cease
employment report.

IRS6G Report HKG

GPHK_IR56FG_RUNCTL

Global Payroll & Absence
Mgmt, Authority
Correspondence, IR56G
Report HKG, IR56G Report
HKG

Generate the IR56G —
Notification by Employer of
an Employee about to
depart Hong Kong report.
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Chapter 13

Defining Absence Rules

This chapter provides overviews of absence rules for Hong Kong, delivered absence primary elements and
discusses how to:

« Cdculate annual leave.

Calcul ate absence entitlements on termination.

e Cadlculatesick leave.
« Calculate maternity leave.
« Calculate leave without pay (LWOP).

« Cdlculate other leave.

Understanding Absence Rules for Hong Kong

This section discusses absence rules for Hong Kong.

Global Payroll for Hong Kong delivers predefined rules for processing absence payments, such as annual
leave, long service leave, sick leave, maternity leave, and jury leave. Rules are also delivered to calculate
absence entitlements on termination, including rules for the payment of unused annual leave, 13th month
payment, outstanding deduction recovery, severance, and long service.

PeopleSoft designed these rules in accordance with Hong Kong statutory requirements. Y ou can modify
many of these rules to reflect absence and termination policies that are specific to your organisation or to
labor agreements with your employees.

To demonstrate how Global Payroll can process typica absence requirements in Hong Kong, PeopleSoft
provides 8 absence entitlement elements and 10 absence take elements. After the table of primary elements—
the absence and take elements—we describe the interaction of each element with supporting elements.

Note. For the customary data discussed in this chapter, two categories of employees are identified: Statutory
and General. Each category hasits own customary data (absence entitlement, take rules, and accrual rules).
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See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Entering and Processing Absences'
PeopleSoft Global Payroll 9.1 PeopleBook, "Defining Absence Elements’
PeopleSoft Glabal Payroll 9.1 PeopleBook, "Understanding Absence Management"

Common Elements Used in This Chapter

L eave Without Pay (LWOP) Unpaid absence type.

Maternity Leave (MLV) Paid confinement period.

Sick Leave (SLV) Paid sick period.

Annual Leave (ALV) Paid absence type.

Other Leave (OLV) Paid or unpaid absence type subjected to organisation decision.

L ong Service Payment (LSP) Payment made when termination occurs after along period of service.
General Employees Employees employed on a permanent basis.

Statutory Employees Employees employed on an hourly and contract basis.

Understanding Delivered Absence Primary Elements

This section discusses the delivered absence elements.
Primary absence elements are absence entitlements—entitlement or proration and absence takes. In the

following tables, we cross-reference entitlements to takes and takes to entitlements in the description column.
After the following tables, we discuss each element in detail.

This section discusses:

» Absence entitlements elements.

* Absence take elements.

Absence Entitlements Elements

The following table lists the Absence Entitlement elements for Hong Kong.
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Name

Description and Used By

Annual Leave

ALV GENL ENT

Genl (general) annual leave entitlement
ALV GENL TKE

ALV STAT ENT

Stat (statutory) annual leave entitlement
ALV STAT TKE

Jury Leave

OLV JURY ENT

Jury entitlement
OLV JURY TKE

Compassion Leave

OLV COMPENT

Compassion entitlement
OLV COMPASSTKE

Marriage Leave

OLV MARR ENT

Marriage entitlement
OLV MARRIAGE TKE

Maternity Leave

MLV MAT ENT

Maternity entitlement
MLV GENL TKE and MLV STAT TKE

No Paid Leave

NPL LWOP ENT

No paid |leave entitlement
NPL LWOP TKE

Sick Leave
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Name Description and Used By

SLV SICK ENT Sick leave entitlement
SLV GENL TKE and SLV STAT TKE

See Also
PeopleSoft Glabal Payroll 9.1 PeopleBook, "Entering and Processing Absences"
PeopleSoft Glabal Payroll 9.1 PeopleBook, "Defining Absence Elements®

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Understanding Absence Management”

Absence Take Elements

The following table lists the Absence Take elements for Hong Kong.

Name Description and Take Uses
Annual Leave
ALV GENL TKE Genl annual leave take

ALV GENL ENT

ALV STAT TKE Stat annual |eave take
ALV STAT ENT

Jury Leave

OLV JURY TKE Jury take
OLV JURY ENT

Compassion Leave

OLV COMPASS TKE Compassion leave take
OLV COMPENT

Marriage Leave
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Name Description and Take Uses

OLV MARRIAGE TKE Marriage leave take
OLV MARR ENT

Maternity Leave

MLV GENL TKE Genl maternity leave take
MLV MAT ENT

MLV STAT TKE Stat maternity leave take
MLV MAT ENT

Leave Without Pay

NPL LWOP TKE Leave without paid take
NPL LWOP ENT

Sick Leave

SLV GENL TKE Genl sick leave take
SLV SICK ENT

SLV STAT TKE Stat sick leave take
SLV SICK ENT

Note. For Hong Kong, the unit for absence entitlement, take, and accrual is day. While half-day absenceis
allowed, aquarter day or the hours of absence are generally not accepted. All absence types except maternity
leave can take half-day leave. The service date is used as the default base for the absence accrual process. The
anniversary date for absence and termination is derived from the service date.

Note. Female payees are eligible for statutory maternity leave. If your organization or location, however, has
apolicy to provide leave benefits for male employees whose wives have just given birth, it is possible to
provide them with maternity leave benefits as the system does not check the payee's gender.

See Also
PeopleSoft Glabal Payroll 9.1 PeopleBook, "Entering and Processing Absences"
PeopleSoft Glabal Payroll 9.1 PeopleBook, "Defining Absence Elements®

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Understanding Absence Management”
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Viewing Delivered Elements

The PeopleSoft system delivers a query that you can run to view the names of all delivered elements designed

for Hong Kong. Instructions for running the query are provided in the PeopleSoft Global Payroll 9.1
PeopleBook.

See Also

PeopleSoft Glabal Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How to View
Delivered Elements

Calculating Annual Leave

An employeeis entitled to annual leave after working 12 months for one employer, and then for each
succeeding 12 month period. The following annual leave rules are delivered for general and statutory
employees.

This section provides overviews on absence forfeiture, leave accrual, and discusses how to:

» Calculate annual leave for general employees.

» Cadculate annual leave for statutory employees.

See Also

Chapter 6, "Defining Earnings," Calculating Annual Leave Instead of Annual Leave Entitlement, page 62

Understanding Absence Forfeiture

This section provides an overview on absence forfeiture.

Annual leave can be carried forward to the next 24 months and compensation is not paid for forfeited annual
leave. Thereis no limitation for statutory employees; the annual |eave balance is aways carried over to the

next year. However, for general employees, the annual |eave balance can be carried forward only to the next
24 months.

Understanding Leave Accrual

148

This section discusses |leave accrual.

The accrual process for annual leave occurs once per month. Run this process before pay calculation. For
general employees, prorated entitlement is added to the entitlement balance after the monthly accrual process
isfinished.

For example, an employeeis hired on April 15, 2006 and is entitled to 12 days of annual leave per year. The
annual leave entitlement at the end of the first monthiis:
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16/30x12/12

If the entitlement increases after a set number of years of service, such as an additiona one day, annual leave
is awarded when finishing the first year of service. In this case, the employee in the anniversary period gains:

(14730 x 12/ 12) last years entitlement plus (16 / 30 x 13/ 12) new entitlement (effective from the first
anniversary day).

For statutory employees, absence accrual runs annually during the anniversary month. For example, if an
employeeis hired in January 2006, then the first annual absence accrual process is January 2007. After the
first accrual, the employee earns seven days of entitlement.

Calculating Annual Leave for General Employees

The annual leave entitlement ALV GENL ENT, using formula ALV FM GENL ENT, returns the monthly
annual leave entitlement during the monthly accrual process. Use the annual leavein lieu earning ANN LIEU
to pay unused annual leave for termination or payment.

The ALV FM GENL ENT formularesolves as follows:
1. Theannual leave entitlement value isretrieved from bracket ALV BR GENL ENT.

The yearly entitlement is deannualised whenever the entitlement has not been changed during the pay
period. If the entitlement has been changed, the partia entitlements before and after the anniversary date
are added and returned.

2. Thecurrent year's annual leave entitlement variable CM VR CUR ENT stores the current deannualised
annual leave entitlement.

The previous year's annual leave entitlement variable CM VR PRV ENT stores the previous deannualised
annual leave entitlement.

3. Theduration CM DR YR OF SERYV returns the employee's years of service (number of years between the
service date SERVICE DT and the pay period end date PERIOD END DATE).

4. TheformulaALV FM PREV ACCM returns the previous year's balance (system variable PREV VALUE
ACCM) and is used in the accumulator initialize rule.

5. Theannual leave balance accumulator ALV GENL ENT_BAL iscarried forward to the new annual leave
accumulator.

Whenever the accumulator begins, the previous accumulator balance is brought to the current balance
(new accumulator period).

6. Thevariables, CM VR ANNIV MTH (begin month) and CM VR ANNIV DY (begin day) specify the
begin date of the accumulators.

All accumulator periods are year to date (Y TD) and begin to accumul ate from the employee's hire date.

Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved. 149



Defining Absence Rules Chapter 13

7. Theformula ALV FM GENL FORFEIT returns the forfeited units that are eventually reduced from the
annual |leave balance accumulator.

Theformula ALV FM GENL ADJUST returns the forfeiture unit. This formula checks the current year's
entitlement plus last year's entitlement and forms aforfeiture level. For example, an employeeis entitled
to 7 daysin the first year, 8 daysin the second, and 9 daysin the third year. During the second year of
service, the employee's annual leave balance cannot exceed 15 days, and it cannot exceed 17 days during
the third year of service.

Calculating Annual Leave for Statutory Employees

150

The accrual process runs once for every 12 month period from the employee's hire date. The annual leave
entittement ALV STAT ENT, using formulaALV FM STAT ENT, returns the annual leave entitlement for
statutory employees, only when their anniversary dates occur in the current pay period. The formula aso
returns annual leave entitlement from the employee's last anniversary date to the termination date only when
the employeeis terminated in the current pay period.

The ALV FM STAT ENT formularesolves asfollows:
1. Theannual leave entitlement value isretrieved from bracket ALV BR STAT ENT.

2. Thecurrent year's annual leave entitlement variable CM VR CUR ENT stores the current deannualised
annual leave entitlement.

The previous year's annual leave entitlement variable CM VR PRV ENT stores the previous deannualised
annual leave entitlement.

3. Theduration CM DR YR OF SERYV returns the years of service (number of years between the service
date SERVICE DT and the pay period end date PERIOD END DATE).

4. TheformulaALV FM PREV ACCM returns the previous year's balance (system variable PREV VALUE
ACCM) and is used in the accumulator initialize rule.

5. Theannual leave balance accumulator ALV STAT ENT_BAL is carried forward to the new annual leave
accumulator.

Whenever the accumulator begins, the previous accumulator balance is brought to the current balance
(new accumulator period).

6. TheformulaALV FM STAT FORFEIT returns the forfeited units that are eventually reduced from the
annual leave balance accumulator.

7. Thegeneration control ALV GC ANNIV MTH controls the entitlement by resolving only when the
employee's anniversary month equals the pay period month.

8. TheformulaALV FM ANNIV MTH resolves when GP PRD END DATE MO (variable that storesthe
mm part of the pay period end date) equals CM VR ANNIVMTH (variable that stores the payee's mm part
of the hire date) and the employee is not hired in the current pay period.

9. ThevariablesCM VR ANNIV MTH and CM VR ANNIV DT specify the accumulator's begin date.

All accumulator periods are Y TD and begin to accumulate from the employee's hire date.
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Calculating Absence Entitlements on Termination

PeopleSoft delivers a set of predefined rules for processing absences due to termination. PeopleSoft designed
these rules in accordance with Hong Kong statutory requirements.

This section discusses how to:

+ Calculate unused annual leave.

« Calculate 13th month payment.

« Calculate severance and long service leave payments.

« Pay outstanding deduction recovery upon termination.

Note. The system element TERMINATION DT in the employment record is populated when you select an
action reason of either Retirement or Termination on the Job page. They are both considered termination.
Action Termination with areason of Redundancy or Layoff is considered job redundancy. If the employeeis
terminated with one these reasons and has worked more than two years, then the employeeis entitled to
severance payment.

See Also

Chapter 6, "Defining Earnings," Calculating Absence and Termination Earnings, page 62

Calculating Unused Annual Leave

When general and statutory employees are terminated after three months of continuous service, they are
entitled to a payment for their prorated unused annual leave. The earning element ANN LIEU is the payment
in lieu of annual leave entitlement. The calculation of the unused annual leave amount is Unit x Rate:

» Unitisset by the unused annual leave balance in days formula: TER FM ALV BAL.
» Rateisset by the average daily rate formulaa CM FM DAILY RATE.

(Average Daily Rate) = (Average Monthly Earning) / 30

Note. The constant 30 represents the number of daysin amonth and is also used in February (28 or 29 days)
or March (31 days).

The TER FM ALV BAL and CM FM DAILY RATE formulas resolves as follows;

1. The system checks the service date system element TER DATE to determine whether the terminated
payeeis eligible to receive a payment instead of unused annual leave.

The date CM DT PROBATION is three months after the service date.
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2. Theactual annual leave balance for termination calculation is returned by formulaTER FM ALV BAL,
using ALV GENL ENT_BAL for general employeesand ALV STAT ENT_BAL + current year (up to
the termination date) balance.

3. Thevalueisreturned to the earning element ANN LIEU and is then multiplied by the average daily rate
caculated by CM FM DAILY RATE.

Use ANN LIEU to pay employees when they accept payments from their employer to offset part of the
annual leave. Thisisapositive input and the unit of ANN LIEU is overridden by the number of adjusted days
from the annual leave balance. ANN LIEU is ataxable earning element. Therefore, it contributes to the
annual taxable accumulator.

Note. An employee can have a negative annual |eave balance when processing unused leave during the
termination process. The outstanding balance should be converted to monetary value and paid back to the
employer. The calculation of the outstanding annual leave is the same as the unused annual leave.

See Also

Chapter 6, "Defining Earnings," Calculating Annual Leave Instead of Annual Leave Entitlement, page 62

Calculating 13th Month Payment

152

Regular 13th month payment is an additional payment of basic salary (normally 100 percent of regular) paid
to employees afew days before the Chinese New Y ear. If the employeeis eligible for 13th month pay and is
terminated, then prorated payment is paid even if the employee was hired on or after the cut-off date
(assuming that the employee has completed the probation period of three months of service). Some
organisations set the cut-off period to stop current yearly 13th month pay if the employee was hired on or
after the previous year's cut-off date.

To pay 13th month payments, use the TER 13TH PAY earning element attached to the TER SE MAIN
section. The 13th month payment is cal culated as Base x Percent:

+ Baseisset by theformulaTER FM 13TH PAY.
« Percentis 100.
The TER FM 13TH PAY formularesolves as follows:

1. If theemployeeis hired and terminated in the same year (when variable CM VR SERV YR equals
variable OE VR CAL YEAR) or if the employee is hired on or after the previous year's cut-off date and
terminated in the current year (when the SERVICE DT ison or after the variable OE VR CUT OFF DT),
then the following specific elements are included in the cal culation:

« A Duration from hire date to termination date (using duration TER DR DY IN SERV).

» B: Cdendar daysin termination year—either 365 or 366 (using duration OE DR DAY SIN YR).

+ C: Basic sdlary as of termination date (using MONTHLY RT).
2. The prorated 13th month pay iscalculated asA / B x C.
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3. If theemployeeis hired before the previous year's cut-off date and is terminated in the current year, the
following additional element is incorporated into the preceding calculation:

D: Duration from January 1 of the termination year to the employee's termination date (using duration
TERDRDY LAST YR).

4. The prorated 13th month pay iscalculatedasD / B x C.

Theduration TER DR MTH IN SERV determines the total number of service months between the employee's
hire date and termination date. If thisis fewer than three months, no payment is made. The date OE DT CAL
Y EAR extracts the current calendar year.

The service date must be on or after the 13th month pay cut-off date OE VR CUT OFF DT.
See Also

Chapter 6, "Defining Earnings," Calculating the Thirteen Month Pay, page 59

Chapter 6, "Defining Earnings," Calculating 13th Month Payment on Termination, page 65

Calculating Severance and Long Service Leave Payments

An employer should pay severance payment when an employee who has been employed under a continuous
contract for not less than 24 months is dismissed by reason of redundancy. Customary data with the following
rules pays severance payments when:

» The employee has worked for the company for more than 24 months.
» Thetermination action is redundancy (terminated with benefit).

The calculation rule for both severance and long service payments is the same. Employees can receive only
severance payment or long service payment, but not both. An employer should pay long service payment to
an employee who is employed not less than five years under a continuous contract, and who:

+ Isnot dismissed due to serious misconduct.
+ Dies.

« Resignsduetoill health.

» Retiresearly or at age 65 or above.

TheformulaTER FM LSP PAYMT (severance and L SP amount) returns the severance payment or long
service payment, depending on the employee's year of service and the termination action reason.

The TER FM LSP PAYMT formularesolves as follows:

1. Theyears of service and maximum claim amount for the terminated employee are retrieved from bracket
TERBRLSPENT.

Theformula TER FM LSP PERIOD is used as the search key for the bracket.
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2. Thevariable TER VR MAX LSP stores the maximum claimable L SP amounts that are stored in the
bracket TER BR LSP ENT.

The variable TER VR LSP CEILING stores the maximum ceiling of average wages (currently 15000
HKD).

3. Theduration CM DR MTH OF SERYV returns the number of months between the service date SERVICE
DT and the pay period end date GP PRD END DT plus one.

Theduration CM YR OF SERV NDEC returns the years of service with no decimals.
4. Thevariable OE VR ROLL UNIT is needed beforeit calls the formula OE FM ROLL AVG.

5. Theformula OE FM ROLL AV G obtains the employee's average earning and cal culates the employee's
payment using the following formula:

LSP = (Average Earning x 2/3) x (Reckonable Y ears of Service)

The factor 2/3 is a constant factor defined by the Hong Kong Labor Department. The formulafirst checks the
monthly average earning and multipliesit by 2/3 (0.67). The result cannot be greater than the maximum
ceiling of 15000 HKD, which is also defined by the Labor Department. The total is then multiplied by the
employee's reckonable years of service stored in the bracket TER BR LSP ENT. If it exceeds 15000 HKD,
then 15000 HKD is returned and multiplied by the employee's reckonable years of service.

See Also

Chapter 6, "Defining Earnings,” Calculating Severance and L ong Service Payments, page 64

Paying Outstanding Deduction Recovery Upon Termination

The earning element CASHADYV is a cash advance that is paid in advance to an employee. The total amount
of the advance must then be paid back to the organisation in several installments. The outstanding cash
advance balance is stored in the goal amount (balance) accumulator. When the termination occurs, the system
checks the goal amount accumulator and resolves the whole goal amount during the last pay period.

The CASHADVR recovery deduction is always 20 percent of the CASHADV, and the recovery ceasesto
resolve when the cash advance goal balance accumulator CM AC GOAL BAL equals zero.

When the employee is terminated, the whol e cash advance goal balance should be recovered in the last pay
period, so the deduction amount of the CASHADVR is overridden by the cash advance goal balance
accumulator. A negative net balance is allowed when the net amount is not enough to recover the whole goa
balance.

See Also

Chapter 6, "Defining Earnings," Calculating Cash Advances, page 60

Chapter 7, "Defining Deductions," Calculating Cash Advance Recovery, page 78
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Calculating Sick Leave

This section provides an overview of sick leave and discusses how to calculate sick leave payments.

Understanding Sick Leave

Onesick leave entitlement SLV SICK ENT (formula SLV FM ENT) for both general and statutory
employeesis delivered as customary data. The sick leave balance is always carried over to the next period,
but the balance cannot exceed 120 days.

Statutory Employees

The employer should pay statutory employees sickness allowance if the employee takes sick leave of no less
than four consecutive days. Only a percentage of the employee's daily wage is paid. Uncertified sick leave or
zero balance sick entitlement is considered LWORP. To pay sick leave for statutory employees, also use the
DY WAGE 80 earning element and take SLV STAT TKE.

General Employees

Employees can take half or more days of paid sickness only when they have enough balance. For an approved
sickness, they receive 100 percent of their normal daily wages. Uncertified sick leave or zero balance sick
entitlement is considered LWORP. To pay sick leave for general employees, also use the take SLV GENL
TKE.

Calculating Sick Leave Payments

TheformulaSLV FM ENT returns sick leave entitlement if the employee is not terminated during the pay
period. When the employee is terminated during the pay period, the formulareturns either zero or the SLV
BR ENT bracket value, which eventually returns the monthly sick entitlement (two or four days) to the
terminated employee.

The SLV FM ENT formularesolves as follows:
1. Thebracket SLV BR ENT stores the monthly sick entitlement.

The system checks the bracket and attempts to resolve the sick entitlement. The prorated entitlement is
not returned, but the lower is returned from the bracket. For example, 1.9 months of service returns 2 from
the bracket. Sick leave accrual is run on each pay period and during the accrual process.

2. Theadjustment formulaSLV FM ADJUST adjusts the exceeded sick |eave balance when it reaches 120
days.

It evaluates the system element ABS END ENTL BAL if it isgreater than 120, then returns the exceeded
unit to offset the sick leave balance.

3. TheformulaSLV FM PREV ACCM returns the system element PREV VALUE ACCM, which stores the
value of the old accumulator.

Thisformulais used in the accumulator initialization to bring the old balance to the new accumulator.
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4. TheformulaSLV FM ENT returns sick leave entitlement if the employee is not terminated during the pay

period.

When termination occurs during the pay period, the formulareturns either zero or the SLV BR ENT
bracket value, which eventually returns the monthly sick entitlement (two or four days) to the terminated
employee.

The absence day formulaCM FM TKE UNIT evaluates each day of the absence event.

The required entitlement units (either 1 or 1/2) of each absence date are returned and compared with the
beginning entitlement balance to calculate the paid and unpaid units. If PARTIAL HOURS is greater than
half of SCHED HRS, it istreated as a one-day |eave of absence.

For statutory employees, take SLV STAT TKE generates the earning element DY WAGE 80 for every
paid sick leave, which calculates 80 percent of the employee's average earning.

The earning element uses formulaCM FM DAILY WAGE to return the employee's daily wage, which is
calculated by the formula OE FM ROLL AVG.

Calculating Maternity Leave

This section provides an overview of maternity leave and discusses how to calculate maternity leave.

Understanding Maternity Leave

The following rules are delivered as customary data for maternity leave:

Employees are digible if they worked no less than 40 weeks.
A maximum of 10 weeks of paid maternity leave is granted, if eligible.
Alternative holiday is not granted if statutory or public holidays occur during the maternity period.

Statutory employees receive 80 percent of the average earning, and general employees receive 100
percent of the basic salary.

Employees cannot take a half-day of maternity leave.

Calculating Maternity Leave

156

The maternity leave entittement MLV MAT ENT is delivered for all employees and is granted when the leave
occurs (per absence). The PAID maternity period is 70 days from the maternity commencement date.
Absence periods longer than 70 days are considered LWOP.

The maternity leave calculation resolves as follows, using the MLV FM MAT ENT and MLV FM RESOLVE
ENT formulas:
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1. Thedate MLV DT ELIG (maternity eligible date), in conjunction with the ABSENCE DATE, specifies
the date that must be reached before the maternity absence can be paid.

The date is 40 weeks after the hire date (service date SERVICE DT). If the date of the absence is earlier
than the maternity eligible date, no payment is made.

2. TheformulaMLV FM MAT ENT returns 1 if the employee has reached the maternity eligible date.

3. Theconditiona resolution formulaMLV FM RESOLVE ENT resolvesif the absence date is fewer than
70 days and does not resolve to use the existing entitlement balance.

The formulareturns one SCHED HRS entitlement for each absence date.

Because there is always no entitlement balance for maternity, the required entitlement units of maternity
leave longer than 70 days are considered LWOP.

4. TheformulaMLV FM RESOLVE ENT usesduration MLV DR MAT to determine the duration in days
between the absence begin date and absence date.

It determinesif the maternity absence dateis paid or unpaid.

5. Thetake MLV STAT TKE generates the earning element DY WAGE 80 for statutory employees, which
calculates 80 percent of the employee's average earning.

The earning element uses formulaCM FM DAILY WAGE to return the employee's daily wage, which is
calculated by the formula OE FM ROLL AVG. For general employees, MLV GENL TKE, no positive
input is generated because the employees are paid 100 percent of basic salary.

6. The absence day formulaCM FM TKE UNIT evaluates each day of the absence event.

The required entitlement units (either 1 or 1/2) of each absence date are returned and compared with the
beginning entitlement balance to calculate the paid and unpaid units. If PARTIAL HOURS is greater than
half of SCHED HRS, it is treated as a one-day leave of absence.

Calculating Leave Without Pay

This section provides an overview of leave without pay and discusses how to calculate leave with pay.

Understanding Leave Without Pay
There are no entitlement and accruals associated with LWOP. The following rules are delivered:

+ LWOP can be taken from the employee's hire date.

* Onedaily rate (Annual Basic Salary / 365) is deducted from monthly pay for every single LWOP taken
during the pay period.

Note. The LWOP2 earning element is used for leave without pay for hourly rates (for weekly
employees—as it uses an hourly rate).

« A half-day can be taken.
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Statutory Employees

Annual leave cannot be taken if the employee has not earned it. When the accrual balance for annual leaveis
not enough to cover the whole duration of annual leave, the differenceis considered LWOP.

General Employees

Annual leave can be taken if the employee has not earned it.

See Also

Chapter 6, "Defining Earnings," Calculating L eave Without Pay (LWOP), page 63

Chapter 6, "Defining Earnings," Calculating L eave Without Pay (LWOP2), page 64

Calculating Leave Without Pay

The NPL LWOP ENT (no paid leave entitlement) is delivered for both general and statutory employees.
LWOP can be taken anytime during the servicing period. One daily basic rate is deducted from the
employee's salary for every single day of LWOP. The value of one daily basic rate equals the annual salary
divided by 365 (even in aleap year).

The LWORP calculation is Unit x Rate:

» Unitisset at the payee level.

+ Rateisthe system variable DAILY RT (daily rate).
LWOP pay is calculated as follows:

1. Thesystem element DAY COUNT UPD notifies the system to generate earnings for the UNPAID unit
only.

Thetotal amount is subtracted from the employee's basic salary when the employee takes the LWOP (per
absence). A zero entitlement is granted when the LWOP occurs.

2. Thetake NPL LWOP TKE usesthe day formulaCM FM TKE UNIT to determine if the absence date
reguires entitlement.

3. Theearning element LWOP is generated for each day of LWOP using the conditional resolution formula
CM FM RESOLVE ENT.

This returns one SCHED HRS entitlement for each absence date.

Calculating Other Leave

This section provides an overview of other leave and discusses how to calculate other leave.
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Understanding Other Leave

Three types of other leave are delivered as customary datafor Hong Kong:

Jury.
Compassion.

Marriage.

Note. Examination leave and study leave are considered LWOP.

Calculating Other Leave

There are no entitlements for other |eave types and no accruals are associated with them. Employees are paid
when the absences occur. Although jury, compassion, and marriage leave have similar entitlement and take
setup, marriage leave requires completion of an eligibility period of three months. To handle this, a date CM
DT PROBATION isdefined, which is three months after the service date. The formulaOLV FM MARR
ENT resolvesif the employee has finished the probationary period and returns zero if the employeeis under
probation.

Other leaveis calculated as follows:

1

ThevariablesCM VR ANNIV MTH and CM VR ANNIV DT notify the system when the accumulators
should start to accumulate.

During the initialization session, the payee's hire date is retrieved and the ddmm part of the dateis
extracted and assigned to these variables.

The date element CM DT HIRE stores the payee's hire date, then passes the mm part of the date to CM
VR ANNIV MTH and the dd part of the dateto CM VR ANNIV DT during the absence initialization.

A day formulaCM FM TKE UNIT determines each absence date from the absence event (if it isarest
day or aworking day).

The formulareturns zero for rest days and returns one or half-day if the absence date is aworking day.

The system uses a conditional resolution formulaCM FM RESOLVE ENT that resolvesif it isaworking
day and doesn't resolve if it isarest day.

No further conditions are required before the entitlement is resolved for all other leave types.

Although the entitlement setup for all other leave typesisidentical, each leave type hasits own set of
accumulators.

The entitlement formulas OLV FM ENT or OLV FM MARR ENT pay one or half-days of entitlement,
which are then resolved whenever the absence occurs. All accumulator periods are Y TD accumul ators
and begin to accumulate from the employee's hire date.

Thetakes for each of the other leave types use the day formulaCM FM TKE UNIT to determine whether
the absence date requires entitlement.

Only the date CM DT PROBATION is used to specify the eligibility date for marriage leave.
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Chapter 14

Administering the Minimum Wage
Ordinance

This chapter provides an understanding section on the minimum wage ordinance and discusses how to
implement the minimum wage ordinance.

Understanding the Minimum Wage Ordinance

The Minimum Wage Ordinance (MWO) aims to establish a Statutory Minimum Wage (SMW) regime which
strikes an appropriate balance between forestalling excessively low wages and minimizing the loss of low-
paid jobs while sustaining Hong K ong's economic growth and competitiveness.

The SMW rate becomes effective the first of May 2011. Theinitial SMW rate has been set at 28 HKD per
hour.

PeopleSoft HCM Glaobal Payroll for Hong Kong is providing the resolution to comply with MWO.

Implementing the Minimum Wage Ordinance

This section discusses how to:

« Define applicable payees and pay groups.
+ Count total hours worked.

« Define wages payable to employees.

» Caculate minimum wage.

» Pay additiona remuneration.

« Export the total hours of work.

Note. The pages shown is this chapter are documented in the PeopleSoft Globa Payroll 9.1 PeopleBook.

Defining Applicable Payees and Pay Groups

This section discusses how to:
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» Track the applicable attribution on the payee or pay group level.
» Exclude the whole pay group from the SMW calculation.

« Override the value on the payee level.

Tracking the Applicable Attribution on the Payee or Pay Group Level

PeopleSoft delivers a variable element (MW VR SMW CHECK). To track the applicabl e attribution on the
payee level or the pay group level. access the Variable Name page (Set Up HRMS, Product Related, Global
Payroll & Absence Management, Elements, Supporting Elements, Variables, Definition).

Variable Mame Definition
Element Name: MW VR SMW CHECK SMW eligibility Check Owner: PS Mon-kint
*Effective Date: 2000/01/01 B *Status: [Active S| HE
Value: v
[Juse As Chart Field
Prompt View: - @
Version: INT_SHR_HKG

Definition page showing the definition for the SMW Eligibility Check element
The system sets the default for the Value field to Y for MW VR SMW CHECK.

Excluding the Whole Pay Group from the SMW Calculation

To exclude the whole pay group from the SMW calculation on the pay group level, access the Supporting
Element Overrides page (Set Up HRMS, Product Related, Glabal Payroll & Absence Management,
Framework, Organizational, Pay Groups, Supporting Element Overrides).

Chapter 14

Pay Group Name | Defaults Supporting Element Overrides

Pay Group: KHMONTHLY Maonthly Pay Group
Pay Entity: KHHKEI Hong Kong Business Institute Country: Hong Kong
Customize | Find | View Al | B | % Fist K 42072 13 Last
Elements/Dates ﬁn
Element Type Element Hame Character Value Date Value
[Variable v| [oE VR cUT OFF DT @, (2000/06/01 | #| =
Variable v | [1w VR Sk CHECK @, [N [+ =]

Supporting Element Overrides page showing an override for the MW VR SMW CHECK element
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Enter N in the Character Vauefield for MW VR SMW CHECK element.

Overriding the Value on the Payee Level

To override the value for the MW VR SMW CHECK element on the payee level, access the Supporting

Elements page (Global Payroll & Absence Management, Payee Data, Create Overrides, Supporting
Elements).

Supporting Elements

Employee ID: KH-HX01 Empl Record: 0 Name: HX01 KH
T e A — &)
Element Type Element Name Description *Begin Date End Date Character Value
Variable & | |MWVRSMW CHECK @, SMW eligibility Check 2011/05101[») ] Q[+ [=]

Supporting Elements page showing the override for an employee

Enter N in the Character Valuefield for the MW VR SMW CHECK element on the payee level.

Counting Total Hours Worked
The system counts the total hours worked based on the schedule. The system automatically counts rest days

and excludes these hours from the total hours worked. The system a so counts off schedule and public
holidays, but these hours are not counted for HKG statutory holidays.

Defining the Schedule ID for a Pay Group

To define the schedule ID for apay group, access the Definition and Schedule Shifts pages (Set Up HRMS,
Product Related, Global Payroll & Absence Management, Schedules, Definitions).
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SetID: SHARE Table Set shared across Corp
Schedule ID: KUSCHDFE1
Schedule Details Find | View All First Last
Effective Date: 1979112731 &) *Status: (#[=]
*Description: [Elapseu 8 Hour Day Definition Short Description: Elp 8 Def
*Definition Type: Elapsed Days in Schedule: 7
[JRotating Schedule
*Daylight Saving Rule: | Fixed Time v

Taskgroup for Time Reporting

Default Taskgroup: Q,

Task Template ID:

Time Reporting Template ID: @,

Definition page showing an Elapsed 8 Hour Day Definition schedule

Definition Schedule Shifts

Setil: SHARE Table Setshared across Corp

Schedule 10: KUSCHDFE1

Schedule Details Find | View 1of1
Effective Date: 13791221 Status: Active [#[=]
Description: Elapsed 8 Hour Day Definition Total Hours: 40.00

Taskgroup: Show Calendar

Shift Time: Configurable Tolaks

Select Day Workday ID Shift 1D Off Shift Sched Hrs  More
O 1/[KUELFDAY1 @, [KUELPSHF1 @, 8.00 More ==
O 2 KUELFDAY1 @, |KUELPSHF1 @, 8.00 More H|E
O 3 KUELPDAY1 @, [KUELPSHF1 @ 8.00 More [H| =
] 4| [KUELPDAY1 @, [KUELPSHF1 @, 8.00 | More [#]|[=]
(] 5|[KUELPDAY1 @, [KUELPSHF1 @, 8.00 More | =
O & [OFF @, [oFF Q@ v 0.00 More @ E
O 7 |OFF @, [oFF @, v 0.00|More H|E

Mzeiectan O peselsctan BBcopy B raste & Clear Shins

Days in Schedule: 7

Schedule Shifts page showing the shift details for the Elapsed 8 Hour Day Definition schedule

Use these pages to define the schedule ID for a pay group. Payees in the pay group can have the default
schedule. Y ou can use this schedule to capture the default working hours.
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Overriding and Adjusting Hours for Payees

To override or adjust hours:

» Accessthe Assign Work Schedule page (Global Payroll & Absence Management, Payee Data, Create
Overrides, Assign Work Schedule).

Assign Work Schedule

Test KH Employee ID: KH-TEST

Job Title Accountant Empl Record: 1]

@ I Expand to view Nstructions

e Customize | Find | View A1 1B | 3 First £ qorq O Lost

_ ARemate Schedule | [FEEH)

*Effective Date "Assignment Method Schedule Group  Schedule ID Description Create Schedule

2011/05/01 [ 'Cleate FPersonal Schedule v| [KUUSA @, KH-TESTOO000D Create Scl?edule (#] | [=]
Creale Personal Schedule

Select Predefined Schedule

m:l Use Default Schedule

Assign Work Schedule page showing the assigned schedules for an employee

From this page you can:

» Update or view non-default and personal schedules in Assign Schedules section.
« Assign aschedule group for all schedules.

» Create personal schedules using the Create Schedule link.

+ Access the schedule calendar for each schedule with the Show Schedule link.

« Toadjust or override the hours worked on the payee level, access the Supporting Elements page (Global
Payroll & Absence Management, Payee Data, Create Overrides, Supporting Elements).

Supporting Elements

Employee ID:  KH-TEST Empl Record: 0 Name: TestKH
Payee Supporting Element Override List Customize | Find | view A1 BV | 3 rret Bl qore I Last
Element Type Element Name Description *Begin Date End Date Numeric Value

@, SMW Adjustment worked

[variable % [MW VR ADJHOURS e 201105016 | || 20/ |[H|[=]

Supporting Elements page showing the SMW Adjustment Worked Hours element

Usethe MW VR ADJHOURS element and the Numeric Va ue field to adjust working hours.

Usethe MW VR TOT HRS element and the Numeric Value field to override or provide the total hours
worked from the external Time & Labor system.
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Defining Wages Payable to Employees

To track the wages that are used by the system to pay employees, PeopleSoft provides these two
accumulators:

« MWACTOT WAGES
« MWACTOT SEG WAGE

Access the Members page (Set Up HRMS, Product Related, Global Payroll & Absence Management,
Elements, Supporting Elements, Accumulators, Members).

Accumulator Narme Definition Level
Element Name: W AC TOT SEG WAGE Segment wages for SKW Owner: P35 Mon-Mnt
BT »

Element Type Element Name Description *Begin Date End Date Accumulator Sign

Eamings v | (BASSAL Basic Salary 20110501 [=) W | Add v +] (=]
Earnings w | [13INTHPAY 13mth payment 201105101 [ W | Add v + ([=]
Eamnings | (BASHLY Basic hourly salary 201105101 [ W |Add » + ([=]
Eamings w| (0OT18 Cnvertime 1.5x 0110501 [H W | add w *| =
Eamings v/ [MEAL Meal allowance 201105101 [ W | Add v +||[=
Eamings - HOL FAY NEG MNegative Holiday Pay 201105 51', W dd b "': =
Eamings w| |SICKPAY NEG Megative Sickness allowance 20110501 [H) W ~ +|[=
Earnings w| [MAT PAY NEG Megative Matemity Pay 2011 " W | Add v +l|[=
Earmnings | [ANMPAY MEG Megative Annual Lve Pa 011 W 1) dd ~ H |[=
Formula | (MW FM ADJ WAGES Adjustment wages SIW 2011/05/01 [ W | Add v £ |[=]

Members page displaying the members for the Segment Wages for SMW element

PeopleSoft deliversthe MW AC TOT WAGES and MW AC TOT SEG WAGE accumulators with some
earnings as sample data. Y ou can add or delete any earning elements as needed.

Note. Adjustment for Payment for Rest Days

Some earnings include payment for the rest days. The payment for rest days has to be excluded from the
wage. To exclude the payment for rest days from the accumulator for Total Wages, use the variable, MW VR
ADJWAGES.

Calculating Minimum Wage

166

To calculate minimum wage, PeopleSoft deliversthe MW VR RATE variable element. The initial SMW rate
has been set at 28 HKD per hour. This minimum wage rate is expected to be reviewed once every two years.

To change the rate, access the Definition page (Set Up HRMSS, Product Related, Global Payroll & Absence
Management, Elements, Supporting Elements, Variables, Definition).
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Variable Name

ElementName: W VR RATE Statutory Minimum wage rate Owner:  PS Mon-knt
[ v

*Effective Date:  12011/05/01 By *Status: Active bt +] [=

Value: 28.00

*Currency: HKD ™% Hong Kong Dollar

[JUse As Chart Field
Prompt View:

Version: IMT_SHR_HKG

Definition page showing the minimum wage set to 28 HKD

Once anew SMW rate is announced, PeopleSoft will not provide any new solutions. Y ou need to insert a new
row on the Definition page, then enter the new rate value for the MW VR RATE element.

As of the 1st of May 2011 minimum wage for payeesis calculated using this formula:

Minimum Wage = Total Hours Worked * SMW Rate (28 HKD)

Paying Additional Remuneration
In determining whether the wages meet the minimum wage, the system considers the following factors:
1. Minimum wage
2. Wages payable
3. Additional Remuneration
If 2isNOT lessthan 1, the minimum wage requirement is met.

If 2islessthan 1, the employer hasto pay additional remuneration.

Additional Remuneration = Minimum Wage — Wages Payable,

Note. To implement the minimum wage ordinance, PeopleSoft added a new earning called ADD REMUN
(SMW Additional Remuneration). To access the Earnings component go to Set Up HRMS, Product Related,
Global Payroll & Absence Mgmt, Elements, Earnings.

Minimum Wage Calculation Example

Assume that the following employment terms exist according to the contract of employment:

» Remuneration = 7,000 HKD per month with paid rest days on Sundays.
«  Working hours = Monday to Saturday 9:00 am. to 5:00 p.m. including a 1 hour paid lunch break.
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» Thetotal number of hoursworked in this month is 216 hours. There are 31 days in this month (including
4 Sundays) and the total number of hours worked is 216 hours (27 days from Monday to Saturday * 8
hours per day). In this example, as meal break is regarded as working hours for the employeein
accordance with the contract of employment or agreement with the employer, it isincluded in computing
minimum wage.

e SMW rate=28 HKD

Calculation

1. Minimum wage for the month is 6,048 HKD (216 hours multiplied by 28 HKD)
2. Wages payable to the employee for this month is 6,097 HKD.

Rest day pay for the month is 903 HKD. Rest day pay is the payment made to the employee for time that
is not worked. Rest day pay for 4 Sundaysis 7,000 HKD divided by 31 days multiplied by 4 days= 903
HKD.

For illustration purpose, figures are rounded to the nearest integers in these examples. Since 2 is not less than
1, the minimum wage requirement is met.

Retroactive Payments and Segmentations

Here is some additional information for retroactive payments and segmentations:

« For SMW calculations, the system considers retroactive payments in the current month.

Example: Employee A's monthly wage for May was paid 5,000 HKD on May 31st. However, the
employer decided to increase A's salary rate to 5,600 as of May 1st and the delta amount for May is paid
in the June payroll as a retroactive payment. Hence, he gets 6,200 HKD in the June payroll (600 isthe
retroactive payment for May). In this case, the system will use 6,200 HKD to calculate the SMW for June
(the retroactive amount 600 HKD is considered in the current month).

» Inthisresolution, the additional remuneration gets resolved in the last active segmentation when period
segmentation occurs.

Note. Please modify the rule based on the labor contract and your particular business needs.

Exporting the Total Hours of Work

Y ou can use Query Manager to extract arecord of total hours of work for each payee.

168 Copyright © 1988, 2012, Oracle and/or its affiliates. All Rights Reserved.



Appendix A

Appendix: Global Payroll for Hong Kong

Reports

Thetablesin this appendix list the Global Payroll for Hong Kong reports sorted alphanumerically by report
ID. There is additional information about some report run control pages within the chapter for particular

features.

Note. You can print al of the reportsin the Hong Kong official language: Traditional Chinese. For samples
of these reports, see the Portable Document Format (PDF) files that are published with your online

documentation.

Global Payroll for Hong Kong Reports: Ato Z

This section provides detailed information on individual reports.

Mandatory Provident Fund Reports

Report ID and Report
Name

Description

Navigation

Run Control Page

GPHKEEO1
Employee New/Terminated

Enables you to report on
new and terminated
employees. The report is not
specific to MPF and has the
general purpose of reporting
new and terminated
employees. Depending on
the report type you select,
the program will generate
either anew or terminated
employee report.

Global Payroll & Absence
Mgmt, Authority
Correspondence, Employee
New - Terminated Rpt
HKG

GPHK_EEOL_RC
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Report ID and Report
Name

Description

Navigation

Run Control Page

GPHKMPF1
MPF Remittance Statement

Enables you to report on
mandatory and voluntary
M PF contributions that
were deducted for the
contribution period for the
MPF provider. Used to
inform the trustee of the
amount of MPF
contributions paid for
relevant employees.

Global Payroll & Absence
Mgmt, Authority
Correspondence, MPF
Remittance Statement HKG

GPHK_MPF1_RC

Recipient Payment Reports

Report ID and Report
Name

Description

Navigation

Run Control Page

GPHKEFT1 Contains information on Globa Payroll & Absence | GPHK_NPY_RUNCTL
amounts transferred to Magmt, Payment Processing,
Net Paymenit Report employee accounts. Lists Net Payment Report HKG
the same details that are
written to the electronic file
(generated for net
payments).
GPHKEFT2 Contains details of amounts | Global Payroll & Absence | GPHK_RCP_RUNCTL

Recipient Payment Report

collected from employees
on behalf of arecipient.
Lists the same details that
are written to the electronic
file (generated for
recipients).

Mgmt, Payment Processing,
Recipient Payment Report
HKG

Inland Revenue - Legislative Reports

170

Report ID and Report
Name

Description

Navigation

Run Control Page

GPHKIRRL - IR56B

Employer's Return of
Remuneration and Pensions

Provides an annual report
generated for tax
declaration purposes. It
includes a summary of the
earnings and deductions for
each employee, reported in
a predetermined format.
Theinformation is also
generated ina
predetermined electronic
file format and submitted
electronically.

Global Payroll & Absence
Mgmt, Year-End
Processing, IR56B Report
HKG

GPHK_IR56B_RUNCTL
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Report ID and Report
Name

Description

Navigation

Run Control Page

GPHKIRR2 - IR56M

Notification of
Remuneration Paid to
Persons Other Than an
Employee

Reports on candidates other
than employees who
received remuneration
during aperiod for agiven
tax year and are about to
cease employment. Y ou
must run the data creation
process before running this
report.

Global Payroll & Absence
Mgmt, Year-End
Processing, IR56M Report
HKG

GPHK_IR5M_RUNCTL

GPHKIRRS - IR56E

Notification by Employer of
an Employee Commencing
Work

Lists employees who joined
the organisation during a
period. It must be sent
within three months of the
date on which employment
commenced.

Global Payroll & Absence
Mgmt, Authority
Correspondence, IR56E
Report HKG

GPHK_IR56E_RUNCTL

GPHKIRR4 - IR56F

Notification by Employer of
an Employee About to
Cease Employment

Reports on employees who
are about to cease
employment during a
period. You must run the
data creation process before
running this report. You are
not required to submit the
report if aterminated
employee is about to depart
Hong Kong. Instead, you
should submit an IR56G
report.

Global Payroll & Absence
Mgmt, Authority
Correspondence, |R56F
Report HKG

GPHK_IR56FG_RUNCTL

GPHKIRRS - IR56G

Notification by Employer of
an Employee About to

Reports on employees who
are about to depart from
Hong Kong. All tax

Global Payroll & Absence
Mgmt, Authority
Correspondence, IR56G

GPHK_IR56FG_RUNCTL

Depart Hong Kon liabilities are to be settled Report HKG
» giond before the employee's
departure.
Payslip Report
Report ID and Report Description Navigation Run Control Page

Name

GPHKPY SL
Hong Kong Payslip

Lists payee details of period
earnings, taxes and other
deductions, leave balances,
and payment distributions.

Globa Payroll & Absence
Mgmt, Paydlips,
Create/Print Payslips HKG

GPHK_RUNCTL_PSLP
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Index

A

absence
annual leave, calculating 148
annua leave, calculating for general
employees 149
annual leave, calculating for statutory
employees 150
annual leave, unused 151
calculating earnings 62
common definitions 144
entitlement elements 144
entitlements on termination 151
leave without pay, calculating 63, 157
leave without pay, weekly employees 64
maternity leave, calculating 156
maternity leave, eighty percent earnings 63
other |leave, calculating 158, 159
overview 143
paydlip 42
primary elements 144
sick leave, calculating 155
sick leave, eighty percent earnings 63
take elements 146
Absence Details page 37, 42
accommodation, rent reimbursement 57
accumulators
linking accumulators to report elements 22
payslip 37
rolling average calculation 69
Accumulators page 37
Add Recipient Mbrship Nbr HKG page 108, 110
age dligibility rules, Mandatory Provident Fund
(MPF) 90
allowances
black rain 54
cash advance 60
education 58
for mobile phone and pager 56
housing 57
meal 55
shift 54
typhoon 54
annual leavein lieu, termination 62
Annua Return For Employees See IR56B
Annual Return For Non-Employee See IR56M

B

banking
EFT HSBC file 110
electronic fund transfers 110
HSBC file 112
manual and separate cheques 116
process flow 104
processing overview 103
recipient details 108
recipient membership number 110
recipient payment report files 114
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source banks 105
BASHLY See Also basic hourly
basic hourly, calculating 52
basic salary, calculating 52
BASSAL Sece Also basic salary
benefit, housing allowance 57
black rain

alowance 54

calculating 54
business processes, summary 3

C

cash advance

allowance 60

calculating 60

recovery, calculating 78
casua employee contributions, Mandatory

Provident Fund (MPF) 92

community chest

calculating 78

donate to charity 78
compensation

black rain 54

typhoon 54
component names, earnings and deductions 11
contribution holiday rule, overview 89
country set up, retro processing 15
Create/Print Payslips HK G page 120
Create EFT Payment File HKG page 112
Create IR56B Elec File HKG page 139
Create IR56 Data HK G page 129
Create Recipient File HKG page 115

D

daily rate deduction, leave without pay 80
Deduction Recipients HKG (GPHK_RCP_CMN)
component 107
Deduction Recipients HKG page 107, 108
deduction recovery
See Also cash advance, recovery calculating

deductions

cash advance recovery 78

community chest 78

defining 75

generation control 80

Mandatory Provident Fund 81

overview 75

recovering cash advance upon termination

154

Define IR56B/M Controls HKG page 32
Define PT EE Main Employer HKG page 26
Define Self Employed Data HKG page 30
delivered elements

absence entitlements 144

absence takes 146

creating 5
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174

deductions 75

earnings 48

formulas used in rolling average calculation
70

Mandatory Provident Fund (M PF)
deductions 79

Mandatory Provident Fund (MPF) earnings
67

Mandatory Provident Fund (M PF) statutory
and customary deductions 86

naming convention 8

ownership and maintenance 6

variables used in rolling average calculation
70

viewing 6

E

earnings
absence, annual leavein lieu 62
absence, eighty percent of wages 63
absence, |eave without pay 63
allowances, cash advance 60
allowances, education 58
allowances, housing 57
allowances, meal 55
allowances, shift 54
allowances, typhoon and black rain 54
basic hourly 52
basic saary 52
calculating for absence 62
calculating for termination 62
controlling maximum frequency amount 71
controlling maximum goal amount 72
defining 47
elements 49
flat amounts 66
formula based amounts 66
gratuity 58
Mandatory Provident Fund 67
nontaxable meal reimbursement 55
nontaxable mobile and pager allowance 56
overtime 53
overview 48
rent reimbursement 57
rolling average calculation 638
scheduling using generation control 72
subsetting 48
termination, severance and long service 64
thirteenth month pay 59
Earnings and Deductions page 37, 40
Edit Address page - Specify Housing Quarters
HKG 27
education allowance
calculating 58
earnings 58
EFT See éectronic fund transfer (EFT)
EFT HSBC file, overview 110
eighty percent of daily wages 63
electronic file, IR56B 139
Electronic File For Transfers Application Engine
process (GPHK_EFT) 104
electronic fund transfer (EFT)
HSBC file 112
to recipients 110
elements See Also delivered elements

component name for earnings and deductions

11

deductions 75

earnings 49

element type codes 12

functional area codes 11

ownership, categories 6

ownership, overview 7
entitlements, absence termination 151

exemption rules and limits, Mandatory Provident

Fund (MPF) 88
expense, meal reimbursement 55

F

flat amounts, earnings 66

forfeiture, absence 148

formula based amounts, earnings 66
formulas, rolling average 70
functional area codes 11

G

genera employees

annual leave 149

leave without pay 157

maternity leave 156

sick leave 155

unused annual leave 151
generation control

cash advance recovery 78

scheduling deductions 80

scheduling earnings 72
GPHK_EFT process 104
GPHK_IR56_EXCH_TBL component 33
GPHK_IR56REP_SETUP component 22
GPHK_OVSEAS CNCRN component 30
GPHK_PSLP_MSG component 44
GPHK_PSLP_SETUP component 36
GPHK_PYENT_SBNK component 105
GPHK_PY GRP_PSL P component 43
GPHK_RCP_CMN component 107
GPHK_TAXREF_TBL component 32
GPHKEEO1 report 169
GPHKEFT1 report 112, 170
GPHKEFT2 report 115, 170
GPHKIRRL1 - IR56B report 170
GPHKIRR2 - IR56M report 171
GPHKIRR3 - IR56E report 171
GPHKIRR4 - IR56F report 171
GPHKIRRS - IR56G report 171
GPHKMPF1 report 170
GPHKPY SL report 171
gratuity

calculating 58

earnings 58

H

housing allowance
calculating 57
earnings 57
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HSBC file, creation 112

implementation, table loading 2
Inland Revenue
employee departure details 24
exchange rate details 33
generating IR56B electronic file 139
generating report data 128
maintaining |R56 report monetary details
136
maintaining |R56 report personal details 134
reporting overview 21, 127
reports 140
report types 132
reviewing and maintaining IR56 report data
133
setting up employee housing quarters 26
setting up overseas concern details 30
setting up self employment data 30
setting up starting sheet numbers 31
tax reference number 32
IR56B Report HKG page 141
IR56E Report HKG page 141
IR56 Exchange Rate Defn HKG component
(GPHK_IR56_EXCH_TBL) 33
IR56 Exchange Rate Defn HKG page 34
IR56F Report HKG page 141
IR56G report 24
IR56G Report HKG page 141
IR56 Job / Quarters Details page 134
IR56 Monetary Details page 134, 136
IR56M Report HKG page 141
IR56 Personal Details page 134
IR56 Report Data HKG component
(GPHK_IR56REP_SETUP) 22
IR56 Report Data HKG page 22

L

leave accrual, overview 148
leave without pay
calculating 63, 157
daily rate deduction 80
LWOP 63
Link to Pay Group HKG component
(GPHK_PYGRP_PSLP) 43
Link to Pay Group HKG page 43
long service leave
earnings 64
termination 153
LWOP See leave without pay

M

Mandatory Provident Fund (M PF)
common definitions 82
maximum and minimum limits 93
overview 81
permitted period termination rules 91
recipient commission and MPF scheme
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details 108
recipient membership number 110
statutory and customary 86
Mandatory Provident Fund (MPF), employee
18th birthday proration rule 85
65th birthday proration rule 85
age digibility rules 90
contribution holiday rule 89
excluding 92
exemption rules and limits 88
hire and rehires 84
included earnings 67
Mandatory Provident Fund (MPF), employee
contributions
casua employee 92
mandatory permitted period 97
permitted period 95
regular 99
voluntary 100
Mandatory Provident Fund (MPF), employer
permitted period contributions 96
regular contributions 98
regular voluntary contributions 100
Mandatory Provident Fund (MPF), employer and
employee
calculating deductions 79
contributions 81
proration 84
regular contributions 98
voluntary permitted period contributions 97
Mandatory Provident Fund (MPF), remittance
statement 102
manual and separate cheques, banking 116
maternity leave, calculating 156
maximum frequency amount, earnings 71
maximum goal amount, earnings 72
meal
calculating allowance 55
calculating reimbursement 55
messages, payslip 44
Messages HK G component (GPHK_PSLP_MSG)
44
Messages HK G page 44
mobile phone allowance, calculating 56
monetary details, IR56 136
MPF See Mandatory Provident Fund (MPF)

N

Net Payment report (GPHKEFT1) 112

Net Payment Report HKG page 112

Notify Employee Departing HKG See IR56G

Notifying New Employee Commencing Work
See IRS6E

Notifying Terminating Employee See IR56F

O

off-cycles
advance payrolls 126
corrections 125
manual payments 124
processing overview 123
unscheduled payments 126

Index
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one-off payment, gratuity 58

Overseas Concern Details HKG component
(GPHK_OVSEAS CNCRN) 30

Overseas Concern Details HKG page 31

Overseas Concern Details page, setting up 30

overtime, calculating 53

P

pager allowance, calculating 56
pay entities, source banks 105
Pay Entity Bank Details HKG
(GPHK_PYENT_SBNK) component 105
Pay Entity Bank Details HKG page 106
pay groups, payslip templates 43
payments
recipient report files 114
retro 15
payslip
absence details 42
accumulators 37
creating templates 36
delivery options 121
earnings and deductions 40
messages 44
overview 35
viewing online 121
Paydlip Delivery Option HKG page 121
permitted period
employee contributions 97
Mandatory Provident Fund contributions 95
Mandatory Provident Fund termination rules
91
Personal Details, IR56 report 134
PIN_TY PE See element type codes
primary elements
naming 12
naming convention 8
principal employers, part time employees 26
printing, payslip 119
processing manual and separate cheques 116
proration
rules 19
thirteenth month pay 59
Proration, Mandatory Provident Fund (M PF) 84

R

Recipient Payment report (GPHKEFT?2) 115
Recipient Payment Report HKG page 115
recipients
electronic fund transfers 110
Mandatory Provident Fund membership
number 110
payment report files 114
processing overview 103
recipient details 108
recovering cash advance, termination 154
regular contributions
employees contributions 99
employers mandatory provident fund
contributions 98
Mandatory Provident Fund 98
regular voluntary contributions

employees 100
employer 100
remittance statement, Mandatory Provident Fund
(MPF) 102
rent reimbursement
calculating 57
earnings 57
reports
Inland Revenue 21, 128, 140, 170
IR56 data 133
Mandatory Provident Fund 169
overview 169
paydlip 171
recipient payment 170
retro
default method 15
On Conflict Method 15
processing payments 15
set up 15
rolling average
accumulators 69
earnings 68
formulas 70
variables 70

S

self-employment data, setting up 30
severance

earnings 64

termination 153
shift allowance

calculating 54

earning 54
sick leave, calculating 155
source banks, pay entities 105
Specify Departure Details HKG page 24
Specify Housing Quarters HK G page 27
starting sheet numbers, IR56 reports 31
statutory employees

annual leave 150

leave without pay 157

maternity leave 156

sick leave 155

unused annual leave 151
subsetting, overview 48
suffixes, overview 11
supporting elements

naming convention 8

type codes 12

T

Tax Reference Number Dtls HKG component
(GPHK_TAXREF_TBL) 32
Tax Reference Number Dtls HK G page 33
templates
attaching payslip templates to pay groups 43
creating for payslip 36
Templates HKG component
(GPHK_PSLP_SETUP) 36
termination
absence entitlements 151
annual leavein lieu 62
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calculating earnings 62
Mandatory Provident Fund 91
of type redundancy 153
recovering cash advance 154
severance and long service 64
thirteenth month pay 65, 152
unused annual leave 151
thirteenth month pay
calculating 65
earnings 59
proration 59
termination 65, 152
triggers and segmentation events 16
typhoon
allowance 54
calculating 54

V

variables, rolling average calculation 70
voluntary permitted period contributions,
employer and employee 97

W

weekly employees, leave without pay 64
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