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Know -How:  LHDN 2009  

 ɀ Relief deduction handling  in UBS Payroll 

 
Introduction 

UBS Payroll application is meant to provide a simple and easy- to-use function to generate monthly 

payroll for paying wages, taxes, accumulating and paying benefits, making corrections to the 

employee's pay and/or benefits, generating mandatory/gazetted reports, and other miscellaneous 

aspects of payroll.  

This document is to illustrate the features and functions built in UBS Payroll application to meet the 

Malaysia Income Tax 2009 objective; which is: 

  To ensure STD paid is same or near to the actual tax amount (final tax) 

The Malaysia Income Tax 2009 included the following proposals: 

i. To allow Employee to claim reduction or rebate allowed under Income Tax Act 1967 
(Act) for the purpose to determine monthly STD amount. 

ii. Employer and Employee have the choice to remit STD for Benefit In Kind (BIK) and 
household benefit 

 

Prerequisite: - 

¶ Successful installation of the UBS Payroll system 

 
   

 

 

 

 

 

 

 

 

 

 

  

Scenario 

Ali is married and the wife is not working.  He has 4 children who are under 18 years old. 

Appended below is the salary information of Ali in January 2009: 

Basic Salary :  RM  4,900.00 

EPF  :  RM  539.00 

Book Relief :  RM  300.00 
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1. Settings 

1.1. Company Setting 

1   Go to Housekeeping Ą Setup Ą Parameter Setup 

   

 

 

2   Click on ΨCompany DetailsΩ tab, enter the company name and particulars in the 
Ψ/ompanyΩ section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

3   In ǘƘŜ ΨaƻƴǘƘΩ ǎŜŎǘƛƻƴΣ maintain this month payroll report date in both fields, Ψ¢Ƙƛǎ 
aƻƴǘƘΩ ŀƴŘ Ψ¢Ƙƛǎ ¸ŜŀǊΩ. 

4   In ǘƘŜ ΨtŀȅǊƻƭƭ aŀƴŀƎŜǊΩ ǎŜŎǘƛƻƴΣ Ƴŀƛƴǘŀƛƴ ǘƘŜ ǇŀȅǊƻƭƭ ƳŀƴŀƎŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ  This is 
important when generating EPF, SOCSO and Income Tax reports. 

5   Click on <Apply> button to save and store this information.   

  

 

3 

2 

4 
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2. Maintenances 

2.1. Employees file Maintenance 

 1   Go to Personnel Ą Add/Update Employees 

 

 

 

2   Aǘ ΨtŜǊǎƻƴŀƭ 5ŜǘŀƛƭǎΩ ǘŀōΣ click on <Add> button  

 

 

 

 

 

 

 

 

 

 

 

 

3   EƴǘŜǊ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ information.  Listed below are the important details required for 
the processing of monthly salary: 

a. Employee No.   b.     Name 

c. Date of Birth   d.     I/C No. 

e. Sex    f.      Marital Status 

g. Child Relief Point  h.     Spouse Working 

 

 

a 
b 

c 

d 

e 

f 

g 
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4   !ǘ ΨtŀȅΩ ǘŀōΣ ŜƴǘŜǊ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǎŀƭŀǊȅ information; listed below are the important 
fields that must be filled up: 

a. Job Title 
b. Date Commence 
c. Basic Rate 

5   Click on <Save> button to save and ǎǘƻǊŜ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƛƴŦƻǊƳŀǘƛƻƴ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Transactions 

During mid-month, the payroll personnel will normally enter that particular month payroll 
information such as attendance, claim, leave, allowance and etc into UBS Payroll system.  Listed 
below are the features that will be used to update AliΩǎ ǎŀƭŀǊȅ ƛƴŦƻǊƳŀǘƛƻƴ for January 2009:  

  

5 

a 

b 

c 
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3.1. Update Pay 

1   Go to Payments Ą 2nd Half Payroll Ą Add / Update Ą Normal Pay 

 

 

 

 

2  /ƭƛŎƪ ŀǘ Ψ.ŀǎƛŎ tŀȅ ϧ hǾŜǊǘƛƳŜΩ ǘŀōΣ enter AliΩǎ Řŀȅǎ ǿƻǊƪ ŘŜǘŀƛƭǎΦ  This information will 
be used in the monthly salary calculation, for example: 

a. Working Days =  26 
b. Days Work (DW) =  24 
c. Public Holidays (PH)  =    2 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3  Click on <Save> button to save and store the records.  The status of the record will 
ŎƘŀƴƎŜ ǘƻ Ψ¦ǇŘŀǘŜΩ. 

 
4 /ƭƛŎƪ ŀǘ ΨwŜƭƛŜŦΩ ǘŀōΣ ŜƴǘŜǊ !liΩǎ ǊŜƭƛŜŦ ŘŜǘŀƛƭǎΦ  This is a mandatory step set by LHDN that 

employees must fill up the form άTP1έ (Tuntutan Perlepasan) for future reference 
purposes.  Employer should take responsibility to enforce the employees to fill up the 
form with proper supporting documents attached.  

  

3 
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5  Double click on the grid to add or include current month relief for worker Ali, i.e 
RM300.00 on book relief.   

 

 

 

 

 

 

 

6  Click on the <Add> button for ǘƘŜ ΨwŜƭƛŜŦ /ƻŘŜΩ ŎƻƳōƻ ōƻȄ to be enabled.   

7 Click on         icon to select from the list of available reliefs preset in the system.  In this 
example, select TR0007 ς Purchase of Books/Magazines/Journals/Similar Publications 

 

 

 

 

  

7 

6 
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9 

11 

Double click on grid to 
add Relief code 5 

4 
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8 9ƴǘŜǊ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜƭƛŜŦ ƛƴŦƻǊƳŀǘƛƻƴΣ listed below are the important fields required 
to process of monthly salary: 

a. Company Name 
b. Receipt No. 
c. Relief Date  (Note : The date set here must be within the current payroll month) 
d. Relief Amount 

9  Click on the <Save> button to save and store the tax relief records 

10   A dialog box is prompted when the record is successfully saved.  Click <OK> button to 
confirm adding this relief item into the STD calculation 

 

 

 

 

11 Click <Cancel> button to exit from the screen.  The saved relief record is listed onto 

ǘƘŜ ƭƛǎǘƛƴƎ ǇŀƴŜ ƻŦ ǘƘŜ ΨwŜƭƛŜŦέ ǘŀō 

 

 

 

 

 

 

 

Note:   A Ψ¢ŀȄ wŜƭƛŜŦ ¢ableΩ is available in the UBS Payroll as shown in Appendix 1.  

Alternatively, user may also refer to the tax relief table stored at 

Housekeeping Ą Setup Ą Government Tables. 

 

 

  

10 
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Note:  If the UBS HRMS system is conneŎǘŜŘ ǘƻ ¦.{ tŀȅǊƻƭƭΣ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǘŀȄ ǊŜƭƛŜŦΣ 

leave, claim and loan information can be easily exported from UBS HRMS system 

instead of having to re-key the information into UBS Payroll. 

 

4. Process Pay 

 1 Go to Payments Ą 2nd Half Payroll Ą Process Pay 

 

 

 

 

 

 

2   Click on the          ōǳǘǘƻƴ ŀǘ Ψ9ƳǇƭƻȅŜŜ bƻΦΩ field to filter the employee number for this 

month payroll processing.  

3   Click <OK> button to run the payroll process  
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4   A dialog box is prompted when the monthΩǎ payroll is successfully generated.  Click 

<OK> button to confirm completion of payroll process 

 

 

 

 

 

 

Note:  If the current month salary calculation includes Bonus and Commission, it is 

important to follow the sequence /  steps on ΨtǊƻŎŜǎǎ ǇŀȅΩ ƛƴ ƻǊŘŜǊ ǘƻ ŎŀƭŎǳƭŀǘŜ 

the current month STD accurately:  

 

1st step 

 

2nd step 

 

 

2 

3 

Go to Payments -> 2nd Half Payroll  
-> Process 

 Go to Payments -> 

Bonus -> Process Pay 

 

Go to Payments -> 

Commission -> Process Pay 
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5. View / Print Pay Slip 

5.1. View Pay Slip 

1   Go to Payments Ą 2nd Half Payroll Ą View Pay Slip 

 

 

 

 

 

2  Click <View Calculation> button to view the STD calculation details 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

2 
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3  In the ά±ƛŜǿ /ŀƭŎǳƭŀǘƛƻƴέ ǎŎǊŜŜƴΣ ǘƘŜ STD calculation details shown include different 

type of pays of STD calculation, such as Bonus, Commission, Director Fee and Non-

Fixed Income.  The manual STD calculation on how UBS Payroll application processes 

the STD result is further explained in Appendix 3.  

                 

 

 

 

 

 

 

 

 

 

 

 

 

5.2. Print Pay Slip 

1   Go to Payments Ą 2nd Half Payroll Ą Print Pay Slip 
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2  Select Ψ· ς tŀȅ {ƭƛǇΩ option and click on <OK> button 

 

 

 

 

 

 

 

 

 

 

3  Click <Preview> button to view 

the pay slip which has been 

generated 

 

 

            

  

  

 

 

 

 

 

 

  

2 

3 

 



   

Know-How Document ς LHDN 2009                                                       © UBS Corporation Sdn. Bhd.     13 

   Prepared by: Sean Wong / Irene Mok 

 

6. Reports 

6.1  ά¢ŀȄ wŜƭƛŜŦ ¢ǊŀƴǎŀŎǘƛƻƴ [ƛǎǘέ ŀƴŘ άCompensation /  DǊŀǘǳƛǘȅ wŜǇƻǊǘέ are two new reports 

added into UBS Payroll application.  These new reports are meant for STD related info 

sheet for each employee.  

a.    Go to Payments Ą 2nd Half Payroll Ą Add/Update Ą Normal Pay and click on <More> 

button ǘƻ ǎŜǘ ǘƘŜ άDǊŀǘǳƛǘȅέ ŘŜǘŀƛƭǎ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

b. Go to Payments Ą 2nd Half Payroll Ą Management Reports 

 

 

 

  

a1 

a2 

a3 
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Sample report of ά¢ŀȄ wŜƭƛŜŦ ¢ǊŀƴǎŀŎǘƛƻƴ [ƛǎǘƛƴƎέ  

 

 

 

 

 

 

{ŀƳǇƭŜ ǊŜǇƻǊǘ ƻŦ ά/ƻƳǇŜƴǎŀǘƛƻƴκDǊŀǘǳƛǘȅ wŜǇƻǊǘ a.млέ 
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6.2 Income Tax Report 

Employer is required to prepare form CP39 for submission to LHDN before 10th of every 

month.  This form CP39 comes with information on monthly income tax deduction of the 

employees.  Penalties will be imposed for late submission.  Listed below are simple steps 

on how UBS Payroll application generates the report: 

 
 
1 Go to Government Ą Income Tax Reports 

  

 

 

2 TP 1 report 

a.   Select TP 1 (new addition to the list of reportsύΣ Ŧƛƭƭ ƛƴ ǘƘŜ ŘŜǘŀƛƭǎ ŦƻǊ ά5ƛǎŜŘƛŀ hƭŜƘέ 

section and then click <OK> button to generate the new TP 1 report 

 

 

 

 

 

 

 

 

 

 

 

 

b. Click on the <Preview> button to 

view the form TP 1 which has been 

generated  
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2c 


