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For General Convertible Leave setup for all Employees:

Go to Company Profile,

Company Profile
Set-up Company Profile and its settings

£2

Payslip Mailer
E-mail setup for Payslip Mailer Feature

Bonus Ceiling Maintenance
Set-up for Employes Bonus Ceiling

Holidays
Helidzy Maintznance

Options
User Options

About
System Information

Logout
ra) Exit

Company Setup window will show, go to Daily Time Recording tab.

Company Setup

Save  Close

| b

| Company Info || Logo || Contributions Daily Time Recording Report Header

Time Defaults
First Shift Second Shift
Start Time |2:00 Am = StartTime  |L:00PM =
End Time [12:00 PM - End Time |5:00 PM -
Late Starts At |5:00 am = Late Starts at |1:00 PM =
Grace Period (Minutes) | o
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Under DTR tab, go to Leave Setup, then Leave Details. Select which Leave tab you want to setup
Cash Convertible.

Company Setup

=

Save  Close

Time Defaults

| Company Into | Logo || Centributions || Ualy hme Hecordng || Report Header |

First Shift Second Shift

Start Time (9:00 AM 2| || startTme  [1:00PM

End Time |12:00PM 2| || EndTime  |6:00 PM

Late Starts At (9:00 AM 2| || Latestartsat [1:00 PM

Grace Period (Minutes) | o |

Late Overtime Undertime Late Overtime Lindertime
Options
[[] Use Late Range = [[] Use Undertime Range = [ Use Single Shift
[7] use Owertime Range = [7] use Saturday Schedule

| Equivalent Monthly Rate || Overtimes || Night Shift Differentials | ECOLA Computation | Leaves Setup

Main Details || Leave Details

Vacation Leaves || Sick Leaves || Emergency Leaves || DﬁmevLeavesl

Leaves Per Year |

10.0 2|

Maximum Leaves to Accumulate 0.0 : Accumulating

Leave Increment

Leave Conversion

Leave Increment {Day/s) | 0.0 |

Max Leaves Per Year | 0.0 |

Max Convertible Leaves

Max Mon-Taxable Convertible Leaves

Cash Convertible

In Leave Conversion, tick Cash Convertible then input the Maximum Taxable or Non-Taxable
Convertible Leaves value.

Unit 806 Pearl of the Orient Tower, 1240 Roxas Blvd., Ermita Manila, 1000 Philippines
Tel. No.: +63 2 567-4248, +63 2 567-4253 Fax No.: +63 2 567-4250

Website: www.gne.com.ph

Facebook: https://www.facebook.com/QnEPH

Follow our Twitter and Instagram account: @qnesoftwareph



http://www.qne.com.ph/
https://www.facebook.com/QnEPH

——)

GQGN

SOFTWARE

=)

QNE KNOWLEDGE BASE

For Convertible Leave setup per Employee:

Under View, click Employee Files then Employee Leaves.

Employees Schedules Daily Time Transactions
Record

Modules

]
i earancy

Employee Loans

Employee Allowance

Employee Deminimis

Cash Bonds

5
)
[ﬂ Employee Deductions
&
@
)

Bonuses

Employee Leaves Module will show, select the Employee you want to setup Convertible Leave, then
click Manage Employee Leaves.

Employee Leaves Module

o (o

add Year / Delete
Employees Employes

Mana Employee Leaves i
Year = L s

Drag a column header here to group by that column v o 1

Leave Summar

Anniversary Year

Available

Used J Availed

Converted to Cas

Employees Emergency Lea

Drag a column header here to group by that column Available
Emp. Code Full Mame “ | Dep. Code Used / Availed
} [oog Castillo, Bessie Mercado | smp Converted to Cas
aos Deyoung, Marianne Garda sD -
o010 Gingging, Veronica Ingente AD ﬁ
003 Jones, Janine Tan sD Available
|| o001 Leffler, Kirk Quintanilla AD Used [ Availed
|| aoF Maggio, Daniel Hermandez aD R .
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Manage Leaves Module

Adjust] Edit  [Cancel] Save

(o |3 (=)

In Manage Leaves window, click Edit then tick Cash Convertible.
System will enable Max Convertible and Max Non-Tax Convertible.

Print  Close

=

Castillo, Bessie Mercado Year: 2018
Vacation Leave | Sick Leave || Emergency Leave || Paternity/Maternity Leaves || Other Leaves
Previous Year Balance | 0.0 :l
Leaves Per Year | 10.0 :l
Additionl | 0.0 2]
Avaizble | 2.0 . Input the Maximum
EErmELE | 4 » Taxable or Non-Taxable
SRR - Convertible Leaves value.
Converted to Cash 102
Used [ Availed | 0.0 :l
Leave Day/s Increment | 0.0 :l
Max Leaves Per Year | 0.0 :l
Max Accumulating Leaves | 0.0 :l
Cash Convertible
[T Accumulating

Once done, click Save.
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Go to Transaction, select the Employee.

Under Transaction Details tab, click Leave Conversion Details then input the Leave Converted value.

Transactions

2 Schedules

|Casti||0, Bessie Mercado
i Transaction Details ’K"m"m‘
Earnings
Working Days Adijus
Total Hours Worked ECOL
Restday/Holidays Total
Lates (Minutes) Unde
Absent wjo Pay
i
| Leave Used Detals | Leave Conversion Details |I
VL Converted 1} 2iga
hd 5L Converted LA
EL Converted A
OL Converted L2
PML Converted 0.0 5| AL
Total Converted 1.0 - |Totz
T

System will automatically compute the Leave Converted Amount.

Transactions

| »

A Schedues
|Casti||o, Bessie Mercado
rFy
Drag a column header here to group by that column Transaction Details | Misc | Bonuses | Summary
Paycontrol No. Start Date End Date Earnings
Wa170102 1fsf2017 114/2017
| Working Days 11.00 ;| Adjustments
W20170103 1/15/2017 1212017 L AL !
- wanmios y2/217 /017 Tzl B0 ] EcoLs
B W20170105 1/29/2017 242017 Restday,Holidays Total Bonus 0.00 5
V20180201 2fa0is 24218 Lates (Minutes) Undertime (Minutes)
| |sw1s0m01 112018 115/2018 = Absent wfa Pay
» (520180201 2/1f2018 2{152018
B20180601 6/1/2013 6/30/2013 Leave Used Detalls | Leave Conversion Details
L L2 VL Converted 1.0 - | VL Amount 22173
v
5L Converted 0,0 7| 5L Amaunt 0.00
% Employees EL Converted EL Amount 0.00
OL Converted 0.0 - | OL Amount 0.00
Drag a column header here to group by that column oML Converted PML Amount 000
Code Employee Name Total Converted Total Amount 2T
Y 009 astillo, B
1010 Gingaing, Veronica [ | Other Deductions |
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