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Installation

1) Run Setup application from the CD and follow the wizard to complete the setup
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Welcome to the WPS_5PS Setup Wizard

The inztaller will guide pou through the stepz required to install WPS_SPS on your computer.

WARMING: Thiz computer pragram iz protected by copyright law and international treaties.
IInauthorized duplication or digtribution of this program, ar any partion of it, may result in severe civil
ar criminal penalties, and will be prozecuted to the maxkimum extent pozzible under the law.

Cancel < Back




2)

Copy WPS_SPS folder from the CD and paste it to your computer’s local disc e.g. C:\
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3) Open C:\WPS_SPS folder from your PC and make a shortcut of SPS application to your
desktop for easy access to the application

E] Name Date madified Type Size
@ dbSPS‘m(Ik? L _ j Sal.aryTransferTemp\ate & Sal.aryTransferTemp\ateﬂ B Sal.aryTransferTemp\ateL
2l | Microsoft Office A File File J Fild
440 KB 250 KB 207 KB 259 KB
v SalaryTransferTemplate2 SalaryTransferTemplate3 /‘@ SPS.exe =
J File j F|I: = SPS s 1 Unikey.dll
24LKE 239 KB ]
Open
@ Run as administrator
&8 Loadin Ultra Compare 3
B  Addto archive...
B Addto"SPSrar”
B  Compress and email...
B  Compress ta "SPSrar” and email
@& File Shredder
. Scan with BitD efender
Send To 3 e Bluetooth device
Cut 4 Compressed (zipped) Folder
Eopy B Desktop {create shortcut)
(b Documents
Create Shartcut ) Mail Recipient
Delete i} TOSHIBA Disc Creator{Audia)
Rename i} TOSHIBA Disc Creator(Data)
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Running the Application

Double click SPS shortcut from the desktop to run the application. First time it will ask the Company
information. Input the Company Information (Company name, Company Ministory Labour ID,
Select Company Bank from the list, and Company Account number in the Bank) and click Update. It
will close the application and you can re-start the application again.

Lomapny Into

Company MName ABC Sample Co LLC

Company MOL ID 123456'

Company Bank 1 Account Mo
Company Bank 2 Account Mo
Company Bank 3 Account No
Company Bank 4 Account No
Company Bank 5 Account No

B Update Close

Double click SPS shortcut on the desktop to start the application again. Select Menu Option File ->
Employees to open / create Employee master.



Process Reports Ultilities

File
Employees |
Companies ”
Banks [ Agents _

Exit

Search Emp Code f Mame f MOL ID

ABC Sample Co LLC

Show List order by Code Show Ex Employees

Employee Code

Mame

MOL ID

Employee Bank

AJC No.

Legal Docurnents | Maore Details

| | .
EH ‘1;!b H.Nm Edit Delete

| Refresh | Save Cancel | Close

Passport No. Expiry 2970472010
Yisa Mo Expiry 297042010
Labour Card Mo Expiry 2970472010
Driving License Expiry 2970472010
Medical Card Mo Expiry 2970472010
Ending Date - Check to mark as Ex Employee [l29/04/2010
B2 ® | H




Click New button and fill following information,
a> Employee Code (Compnay internal assigned code)
b> Employee Name
c> Employee MOL ID (14 digit personal ID on labor card
d> Click Employee Bank and select Employee bank from the list. You can search bank by name
or by Bank Routing Code.
e> Enter Employee Account number in the bank.

The above fields are mandatory. You can also fill other information for your documentary purpose. If you
enter employee legal document entries for example passport, visa, driving license etc and enter their
expiry dates the application will open an alert box if any legal document is near to expiry or if it is already
expired. The alert appears four months advance for passport and 2 months in advance for other documents
before expiring.

Add all the employees.

If you need to modify details of any employee then Click Edit, change the information and click Save.

To mark Employee as an Ex-employee, Click Edit, select tick the check mark of the Ending Date and
click Save. It will move employee to Ex-Employees list and you will not be able to make salary for the
Ex-Employees but you can still check the salary reports for the Ex-Employees

To view Ex-Employees select Ex-Employees check mark the Employees file screen.

An Ex-Employee can be brought back to normal employees just by removing the End Date Check mark.



Emplayees =
John Frank Search Emp Code f Name f MOL ID
Mohan das '
Show List order by Code [] Show Ex Employees
Employee Code 101
Name Siddigue Merchant
MOL ID 0Z2154121245451
Employee Bank HSBC MIDDLE EAST - Bur Dubai
A/C No. 1253642221
Legal Documents | Mare Details
Passport No. Expiry 2970472010 B~
¥isa No Expiry 29f04f2010 [~
Labour Card Mo Expiry 2970472010 B~
Driving License Expiry 29f04f2010 B~
Medical Card No Expiry 29/04f2010 B~
5 : :
Ending Date - Check to mark as Ex Employee [ 2970472010 @~
T3 PP L (] g @' ﬁ
- | Mew Edit Delete | Refresh | Save Cancel | Close

Preparing SIF (Salary Information file)

Menu Option Process -> Prepare SIF  (elder s/w versions have menu name Process -> Salary Manual
Entry)



FProcess

Prepare SIF

Prepare SIF from Excel
Refund File

Older version screen

g 5|iry chessmg Systern

File

Process | Reports  Utilities

Download Salary (Excel File)

Salary Manual Entry |

It will open following screen



Prepare SIF by Manual Entry

Salary Info |pay List | Unpay List | Prepare Salary

BatchNo  [L ]

Salary for the month of May - (2010 =
Period From 01/05f2010 E- To 31705f2010 B~ No of Days IEI
Bank MASHREQBAMK PSC - Head Office -

Employee's List Selection

) Employee's List Order by Name
@ Employee's List Order by Emp Code

Employee Bank Code E]

As seen on above figure, an automatic batch number will be generated by the system every time you
create a SIF file. This is for company internal use and for reporting purpose.

Select salary month from the drop down lost.

Select salary period and company corporate bank from the list.
Click Pay List tab on the top of the screen. And pay list will appear as under,



Prepare SIF by Manual Entry
Salary Info | Pay List |Unpay ListI Prepare Salary

Employee [103 - John Frank

Salary Amount Allowances Absent Days Total Amount
10250 | o | D 10250 Update

EmpCode Emp Name Salary Ll lowances Total Amount

101 Siddicgque Merchant 23,000,.00 o.0o ] 23,000.00

102 Mohan das 12,500.00 o.oo o 12, 500.00

John Frank 10,250.00 0.00 10,250.00

104 Charlie Dsouza o.0o0 o.0o0 u} O.ao
Print Pay List l Total Count &4 Total Amount 45750 Add to Unpay List -

Search by Code f Name | |

Select each employee from the list and input Salary Amount for that employee and Click Update.

You can also input allowances, if you want to put fixed and variable components of the salary separately
in the SIF file. Also you may enter absent days before update. For making job easy you can just input
final salary in Salary amount and let allowances and absent days 0.

If any employee is on vacation or due to any other reason you can not pay salary to him you can add that
employee in the Unpay list.

Select Employee not to be paid and click Add to Unpay List. The selected employee will moved to
unpay list and will not appear in the SIF file which is to be submitted in the bank.



Click Unpay L.ist Tab as show in folg figure
Prepare SIF by Manual Entry E

Salary Info I Pay Listl Unpay List |Prepare Salarr|

Employee |[104 - Charlie Dsouza

Salary Amount Allowmances Absent Days Total Amount

1] 0 0 0 Update

ErmpCode Emp MNatoe Salary Al lowahces Absent

Charlie Dsouza . 0.ao

<- Add to Pay List l Total Count 1 Total Amount 0

Print Un-Pay List

Search by Code f Name | |

To add any employee from Unpay list to pay list click Add to Pay List




Prepare Salary — SIF

Click Prepare Salary Tab on the top of the screen
Prepare SIF by Manual Entry

Salary Info | Pay ListI Unpay List| Prepare Salary |

‘ Check Data ‘

‘ Print Salary Sheet ‘

Prepare SIF File

Close




Click Check Data button. Software will check all the data and display Data Check Analysis as shown
below.

B L T L ey ST P PR

&

Data Check Analysis

Cate Time @ 01/05/2010 4:25:57 PM

Open With - Eat

ABC Sample Co LLC
Taotal records read @ 3
Taotal &mount : 45750

~—- File OK --—-

If there is any exception or error it would display in read color otherwise it will give --- File OK ----

message.
Close this screen by clicking EXxit.



Click Prepare SIF file button to create the SIF file.
Prepare SIF by Manual Entry

Salary Info | Pay List | Unpay List| Prepare Salary

Check Data

Print Salary Sheet

Prepare SIF File

SIF file shalll be cre_a_lj[gq_arld_fgllowingl message will appear.

Attention

@ SIF Generated for Batch No @ 1

> 0Ok

Click OK and software will open the location where the SIF file is created. Default SIF location is My
Documents\SIFfile\, but SIF file default location can be changed from Settings (discussed later )



Prepare SIF file from Excel

You can create SIF file from your excel salary sheet.
Select menu option Process -> Prepare SIF from Excel (elder s/w versions have menu name Process -

> Download Salary (Excel File))

= WPS ly' lﬂtl:!-!-l wstem

File | Process | Reports UHilities
Prepare SIF
Prepare SIF from Excel |
Refund File

Olld Vergion Spreen .

=!;| Salary Processing System

File | Process | Reports  Utilities

| Download Salary (Excel File) |
Salary Manual Entry




It will open following screen
ot Make SIF file - Salary Download = [= -

BatchNo  [2 ]

Salary for the month of May - 2010 =
Period From 01/05/2010 B+ 7o 31/05/2010 @ Noof Days [31 |
Bank MASHREQBAMK PSC - Head Office -
Salary File | i
Salary M lowances Hb=ent Days
Read File ]
Total Count
Total Amt

Close

As seen on above figure, an automatic batch number will be generated by the system every time you
create a SIF file. This is for company internal use and for reporting purpose.

Select salary month from the drop down lost.
Select salary period and company corporate bank from the list.
. == .
Click Browse button to browse and select the Excel Salary sheet or your pay roll sheet in Excel
format.

You have option to select Excel 2003 or Excel 2007 as shown in below screen.



[ \“\..J'I| L% Users » MS » Documents b SPS - |4"1-| |Search

‘ Organize i Views ‘ Mew Folder
Favorite Links Marne
: B :
[## Recently Changed ._]F'a}rrcull-z-ds
I%ﬂsalar_',rflle.J-ds
I Beskip E] salarySheet.sds
5=, Recent Places Salar}riheetl.:ds
More » B salarySheet3 s
Enlders " B salarySheetd. s
B My Videos . @j:a:wz:eet:-:s
| By Web Sites S“IH’}'Sh“t]';
| SIFFiles | EPRAnsheetiss
W SPS
. TCS5_RTAProject - [ 4] 1 | b
Payraoll.xls Date modified: 01/05/2010 4:47 PM
Microsoft Excel Worksheet Authors: MS
Size: 11.5 KB
File name:  Payroll xls ¥

]
Excel 2007 [*.xL5]

Your Excel sheet can in be any format. If it has calculation formulas then software will read records from
the formulas. An example is shown below,

(%] Microsoft Excel - Payrall.ds
(] File Edit View Insert Format Tools Data Window Help

HRN=N = NEWETI= ] m?m PIEEN R AN R A N > vz@_ i 0% - @ @Al
_J _,_! -4 5 T I | j 2y @_ﬂ ¥4 Reply with Changes.,, End Revie !
B Send to eDac E Get fram eDoc !
Hz - =F2*G2/30
A B | 5 | D | B e e H | |
1 |Srno Emp Code MName Basic Allowances Total Absent DaDeduction Net Total
2 1 101 | Siddique Merchant 12000 2000 14000 3| Mﬂlil_l 12600
3 2 102 | Mohan das 7500 1000 8500 1) 2833333333 8216.666667
4 3 103/ John Frank 8200 0 8200 2 546.6EEBEEY 7653.333333
5 4 104 | Charlie Dsouza 3000 200 3200 0 0 3200
5
7

Note: There should be only one line of column header and there should not be any header above the first
line as show above. There should not be any blank lines in between the rows

Select your Excel pay roll sheet and click open. And Click button Read File. It will open folg screen



IF Read Data from Excel Sheet

i sers\ M3 Document s\ SPSYPayrall, xls

Excel Sheet July 20103 b

Excel Column Sele'June 20104"
‘May 2010%"

Employee ID

i -]
4 4

Salary Amount

Other Allowances AL

I

Absent Days
Cancel

Mote 1 Excel sheet should have first row as Colurmn header and there should
MOT be any extra rows above the header row, There should MOT be any blank
rows in between the records and there should NOT be Total Row or extra rows
after the records

Select the correct Excel sheet from where you want to read the data from the drop down list
i Head Data from Excel Sheet

CiilsersiM3tDocuments) SPSPayvroll, xls

Excel Sheet ‘July 2010¢' >
Excel Column Selection

Employee ID

Salary Amount

A
Other Allowances B ol
C
Absent Days D
E Cancel
F
G
Mote : Excel sheet shoulc g as Colurmn header and there should
MOT be any extra rows ZF M E" row. There should MOT be any blank
rows in between the rece ] chould WMOT be Total Row or extra rows
after the records K
L

Select the Employee ID column and Final Salary amount column on you sheet. As per our example sheet
it is columns B and | respectively.

Click OK.

It will display File Read Analysis



Salary Proseccing System Report

[ — 1} I OpenWith - Bt

File Read Analysis
Date Time ; 01/05/2010 5:12:11 PM
ABC Sample Co LLC

File: ChUsers\MS\DocumentshSPSWPayroll. xls

Total records read © 4
Total Amount : 31670

--- File OK ----

If all information is correct then it will give — File OK ---. Otherwise it will display exceptions in red
color.

Click Exit to close the screen and click Prepare SIF File button to generate SIF file.

By default SIF will be generated at My Documents\SIFfiles\ folder.



Salary Transfer Letter for Bank

Select menu option Reports -> Salary Transfer Letter for Bank (Old version it is Reports ->
Debit Advice Letter)

mﬂy Flute;s?na System
File Process | Reports | Utilities
Batch Report
Summary Report
Employee Wise Report L LLC
Salary Transfer Letter for Bank

Employees List

Document Expiries List

Old software version:

Salary Processing System

File Process | Reports | Utilities

Batch Report

Summary Report

Il

Employee Wise Report
Debit Advice Letter |

Employees List

Document Expiries List

Type your SIF batch no. for example we just created Batch 2

Batch no ?
# f’/
— = Ok "= Cancel

o

[

It will open folg screen



alary Transfer Letter (=]

SIF Batch No

Date May 01, 2010
Bank Mame MASHREQBANK PSC
Salary Month May 2010

Company Account No,. 0123456789

Total Wages Amount 31,670.00 (Dirhams Thirty One Thousand Six Hundred
Seventy and Fils Z2ero Only)

Total Salaries 4
SIF File Mame 0000000123456100501171702.51IF
Contact Person Muhammad Siddigque

Tel f Mobile Number 050-3877642
Email ID info@wpsuae.com

Company Name ABC Sample Co LLC

| ok ] l cancel ]

All information related to your batch shall appear on the screen. First time pls enter your contact
information which would appear on salary Transfer letter so that bank will have ready information if they
want to contact you. Click OK to open the generate the letter.

Salary Proseccing System Report

CJES

Open With = Eat

I.ry'| IS Ward
r , S Excel

May 01, 2010

MASHREQBAMNEK PSC

Attention : Manaager, Salary Processing Dept

Click Open With -> MS word and it will open report in MS word.
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Aactiiin Ml Sgiatune

Note: If it does not open and gives error (probably you have MS office 2007) then go to menu options
Utilities -> Settings -> MS Office and set the Excel and Word Path.

Application | M3 Office |Repu:ur‘t_s | Backup | SIF Optians I Mise: |

M= Word Path c:WProgram FilesiMicrosoft Office’ OFFICEL1YWINW ORD.EXE

MS Excel Path o\Program Files'Microsoft Office’\OFFICELLIMEXCEL.EXE

The above screen displays default location of MS office 2003 if you office 2007 the default location is as
under



C:\Program Files\Microsoft Office\OFFICE12\WINWORD.EXE
C:\Program Files\Microsoft Office\OFFICE12\EXCEL.EXE

Make correct settings and click Apply.

Reports:

; [ =1 wps Salary Processing System

File Process | Reports | Utilities
Batch Report |
Summary Report

Employee Wise Report

Salary Transfer Letter for Bank

L |

Employees List
Document Expiries List

Batch Report

Salary Proseccing System Report

Salary Sheet

[Company 'ABC Sample Co LLC

Processing Date 01 May 2010

Batch No 1

Salary Month May 2010

Bank MASHREQBANK PSC

'Source System

Emp code Name Bank Code ASC No Total Amount
101 [Siddique Merchant 302020120 1253642221 23,000,00
102 Maohan das 302620122 154521545 12,500.00
103 1ok Framk 102120101 21545421 10,250,000
Total No. Records [ 3

Total Amount [ 45,750.00

Summary Report:
Gives you batch summaries for all the batches created for the selected FROM and TO dates




Employee Wise Report:
Gives you details of all the salaries issued to a particular Employee by entering Employee code

Employees List

Gives you list of employees in standard or detailed format

All Report can be directly printed or can be opened with Word or Excel

] ..;'.S.éllal}l' Pruﬁecciﬁ'g System ﬁéﬁurt

& Q

Docun

Mo Uikt g VPR

=

Open With ~| Bt

I r ld MS Word

ABC Sample G

r __,!l M5 Excel

ries List

1102

Mohan das

Passport



Document Expiries:

If you enter passport no or visa or labor card no or driving license or medical card with their expiries in
the Employees master record then software can give you their expiry alerts whenever you will run the
application.

Siddique Merchant Search Emp Code f Name f MOL ID
John Frank |
Charlie D
arlie bsouza Show List order by Code Show Ex Employees [ |
Employee Code 102
Name Mohan das
MOL ID 54542154812121
Employee Bank EmiratesNBD - Main Branch - Dubai
A/C No. 154521545
Legal Documents | More Details
Passport No. M123456 Expiry 0170572010 Eﬁ]
Yisa No Expiry |4 May, 2010 4
s Sun Mon Tue Wed Thu Fr Sat
Labour Card No Expir
P | SEon oy b 29 30 1]
Driving License Expiry 2 3 4 5 6 7 8
g 10 11 32 A3 24 5
Medical Card No Expiry | 16 17 18 19 20 21 22
B A B |2 | 27T B B
30 31 1 2 3 4 5
Ending Date - Check to mark as Ex Employee [ Today: 01,/05/2010
i | | R X | B8 |8 Y
5 2/4 B :
I H A | L) | Mew Edit Delete | Refresh | Save Cancel | Close

These expiry alerts are set build in the software for 2 month before the expiry for all documents except
Passport and for Passport it is 4 months in advance.

e

\.'I-

(D mplicity with

projessionalism,

Emp Code
10z
104

Hame
Mohan das
Charlie Dsouza

Document
Passport
Visa

Expiry Date
26/05/2010
18/06/2010




Or you print the document expiry report also

Salary Proseccing System Report

Document Expiries List

ABC Sample Co LLC

102 Mohan das Passport [26/05/2010
104 |Charlie Dsouza Visa |158/06/2010

Creating more companies in same group:

You can more companies (option is limited to number of company licenses purchased)
Select menu option File -> Companies

Click New

Type Company code 2 for 2" and 3 for 3" etc and add all required information of the new company and
click Update

To modify information for the selected company go to
Utilities - > Company Info

Or

Go to
File -> Companies -> Select the Company -> Click Modify

Network Installation

1) Copy Microsoft Access Database dbSPS from the WPS_SPS folder into the shared folder on
the network. For example \Server\C\WPS_SPS

2) Open SupportFiles folder from the CD and run SetPath batch file

3) It will open a screen of Set Database location. Click the Browse button and locate
dbSPS.mdb file located from the network shared folder. For example
\Server\WPS SPS\dbSPS.mdb




B O\ Windowssystem32icmd.exe
Set Database Location

Browse

ViServer\WPS_SPS' dbsPs.mdb

4| Almays Use the above database

Done

4) Select the Check mark Always use the above database on the screen
5) Click Done. Shared database location is adjusted and next time when you will run application
it will open from the above adjusted location

NOTE: Make sure shared folder should have proper read / write permission to the user in order to run
the application

Data Backup:

Make regular backup of file dbSPS.mdb from you application folder WPS_SPS on some external drive or
CD

Software make automatic backup also whenever you run an close the application. The Backup path can be
adjusted as under,

Utilities -> Settings -> Backup



" WPS Salary Pracessing System == E=]
File Process Reports Utilities

ABC Sample Co LLC

| Application | Ms Office I Repor‘tsl Backup | SIF Options I Misc |

Database Backup Location DWPS_SPS|

10z TIOTE o Fa=SSport BE/0S7 2010
104 Charlie Dsouza Visa 18/06/2010

Input the desired location of Database Backup on the shared location at the network and click Apply.

For any more information please visit our web site http://www.wpsuae.com
Or email us at info@wpsuae.com




