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FOREWORD
The establishment and development of a business, especially in
Malaysia, is not an easy path.
And today, congratulations to you on building a great company, and
keep walking on your journey!
The word "Company" means "a group of people". So let's work hard
together to make this business happen!
Therefore, Human Resources management, people-related processes,
etc. are the top priorities in the company!

We have communicated with thousands of Malaysian SMEs over the
past few years, and we often asked: Well, what do you think is the most
important HR job in the company?
There were many answers, but from most of our friends tell us, Payroll.
Or Paper Forms.
Although we are selling Payroll software, we honestly think that there
are 2 more important things in your HR job:
(1) It’s not easy to get these colleagues to work together with us, so how
do we ensure that 120% of everyone will keep 120% effort in this
company?
Ok you talked about company culture, communication, work
environment and more. Is it easy? No, it’s not easy. Does it cost your
time? Yes, it takes time.
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(2) How can our company continue to improve and increase productivity
every month and every quarter?
Hmmm, not only personal KPIs, but also process SOPs, organizational
structure design, etc. Is it easy? No, it’s not easy. Does it cost your time?
Yes, it takes time.
However, how many people think that the companies in those situations
above are doing enough? Hardly. Why? Because the paperwork for
Payroll, leave, etc. took a lot of time.
Do we still use paper or send a message to apply for leave? Do we still
use hardcopy to fill in the claim form? Does our Payroll data exist on the
computer of a person in the company? --- What if the computer
suddenly has problems (virus, file data corrupted, files deleted etc) …
It is already in 2022, yet many companies’ HR processes and many SMEs
in Malaysia are still operating as they did 40 years ago.
This is the original intention of Kakitangan.com design. There are many
things can be done by the software. In the past, only large enterprises
could afford the cost of cloud software, but in recent years it has
dropped to a cost that basically everyone can afford. In addition to
saving time and energy and reducing errors, it also makes the process
smoother and simpler. More importantly, company operations will not
be affected because a single computer breakdown or a person cannot
work. The business can still carry on as usual – the importance of
Business Continuity.
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And you as the wise one, arrange your time & people on the more
important tasks (like 1 and 2 above).
We, Kakitangan.com, are proud to be part of your journey to build a
great company.
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1. What are the components of Payroll/Salary
a. Basic Pay
Basic Pay is set as a fixed amount payable to an employee on monthly basis. Usually when
an employee works the entire month, he shall be issued a full amount of Basic Pay offered
to him.
Case A
Normal employee works through the 1st of the month till the last day of the month
• No pro-rate required. Full amount of basic pay will be issued

i) Pro-rata Pay
There are instances whereby a new employee joins beginning of the month, or
existing employee’s last payable day falls on middle of the month. In those cases,
you need to calculate a pro-rate pay of the Basic Salary.
Case B
New employee first day of employment on 5th January. The calculation of first month’s
salary will be:
Basic Salary

x

Number of days from 5th January – 31 January
31

Case C
Existing employee’s last day of employment on 16th April. The calculation of last month’s
salary will be:
Basic Salary

x

Number of days from 1st April – 16th April
30

Tips: If you are using Kakitangan.com, our Payroll system will automatically calculate the pro-rata salary
for you.
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Kakitangan.com’s Payroll system – auto calculation of pro-rated salary for new joiners

Currently our system is supporting 3 types of calculations:
a) Based on number of days in the month
b) Based on number of work days in the month
c) Custom day, eg 26 days as mentioned in Employment Act 1955, or some company uses 22 days
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ii) Unpaid Leave
Some instances that employee applying for leave but not entitle to basic pay
(eg. Exhaustion of entitled annual leave), then it will become unpaid leave.
Usually the calculation method depends on the company policy (as it is not
stated in employment act). The calculation of Daily rate can be:
a) Based on working day
Basic Monthly Pay
Number of working days in the month (including public holidays)
b) Based on calendar days
Basic Monthly Pay
Number of calendar days in the month (including public holidays)

With the methods above, you will be able to calculate a daily rate of unpaid leave and
apply deductions accordingly when you process payroll for the month.

Tips: If you are using Kakitangan.com, our Payroll system will automatically calculate the unpaid leave
deductions for you.
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Kakitangan.com’s Payroll system – Auto calculation of unpaid leave deductions
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iii) Overtime
In the basic pay, the number of working hours is already fixed. There are cases
whereby employer requires employee to work extra hours exceed the fixed
working hours, then employer is required to pay overtime to the employee (for
employee’s basic pay not more than RM2,500).
Usually the overtime rate is 1.5 times of the hourly rate on normal working day,
2 times of the hourly rate on off days, and 3 times hourly rate on public
holidays.
According to the Employment Act, the hourly rate can be calculated as follows:
Monthly wages / number of working hours per day / 26 days
Eg: RM3,000 / 8 (hours) / 26 (days) = RM14.42
Some companies can offer to pay more on the hourly rate, then you may use
RM3,000 / 8 (hours) / 22 (days) = RM17.05
b. Bonus/Commission/Incentive
i) Bonus
Bonus is usually paid on quarterly basis, or yearly basis, based on employee’s
performance.
ii) Commission
Commission is usually paid on monthly basis, based on sales volume &
structures determined by the employer
iii) Incentive
Incentive is a special payment paid to employees who met their
target/performance
iv) Profit-sharing
Some companies pay to employees based on company’s profitability. Can also
be paid in shares option
v) Gratuity
Usually paid to service employees after several years of employment with the
same employer
c. Perquisites, Allowance and Benefits-in-Kind
i) Perquisites
Perquisites can be received in cash or in kind. If it is received in kind, such items
must have money's worth and are convertible into money. The phrase convertible
into money means that when the items are provided to the employee, they can
be sold, assigned, transferred or convertible into cash.
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ii) Allowance
Allowance is usually the monthly fixed cash payments for specific purpose, ie
travelling allowance, telecommunication allowance, language skills allowance
etc
iii) Benefit-in-Kind
Benefit-in-Kind is not convertible into cash. This includes company car, driver,
telecommunication devices provided by the company, medical benefits. These
are not taxable hence not required to be displayed on the payslip.
d. Benefits on Living Accommodation - VOLA
i) VOLA (Value on Living Accommodation) is living accommodation benefit
provided for the employee by or on behalf of the employer. The value of the
benefit is to be treated as gross income from employment.
The calculation of VOLA usually is based on Market Rental Price of the living
accommodation, or 30% of gross income, whichever is lower.

Kakitangan.com’s Payroll system – Just insert the allowance amount for the month, and the system will
auto calculate all items for you
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2. Types of Employees
a. Full Time employees
Full time employee works not more than 48 hours per week, according to Employment
Act. The employment contract will state the working hours.
b. Contract employees
Contract employees are employed for a fixed period. The number of working hours,
remunerations and other benefits will be stated on the employment contract.
c. Part Time employees
The working hours of part time employees usually lesser than full time employees. They
do not work exceed 70% of full time employees’ working hours, and have similar rights
as well.
d. Interns
An Intern is a trainee who works for an organization for a short period of time. His/her
goal is to gain work experience (usually during their university time) for the industry
they are working in, and could be paid, partially paid or unpaid.
e. Freelance
Freelancers are usually doing particular piece of work for different organizations, and
not working all time for one single company, unlike the employees above. They are not
consider employee of the company, and no statutory deductions are required.
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3. What type of deductions required
a. EPF
The EPF (Employees Provident Fund) is a social security institution formed according to
the Laws of Malaysia, and the Employees Provident Fund Act 1991 (Act 452).
It provides retirement benefits for members and ensures such contributions are payable
to the employees in full on reaching the age of 55 years.
2 parties involve in EPF
Employer - An employer is defined as a person(s) with whom an employee has a contract
of service or apprenticeship.
Employee - An employee is defined as a person who is employed under a contract of
service or apprenticeship. The contract of service or apprenticeship can be written or oral,
expressed or implied.
i. EPF Rate
The EPF contribution rate is as follows:
Employee’s Status
Monthly Salary
Stage 1
Rate
(Below 60 years old)
i) Malaysian
No limit
ii) Permanent Residents (PR)
iii) Non-Malaysians (registered
as member before 1 August
1998)
RM5,000 and below Employees share: 9%
Employer’s share: 13%

Non-Malaysians (registered as
member from 1 August 1998)

Stage 2
(Age 60 and above)
Applicable for (i) only
Employees share: 0%
Employer’s share: 4%
Applicable for (ii) and (iii) only
Employees share: 5.5%
Employer’s share: 6.5%

More than RM5,000

Employees share: 9%
Employer’s share: 12%

Applicable for (ii) and (iii) only
Employees share: 5.5%
Employer’s share: 6.0%

No limit

Employees share: 9%
Employer’s share: RM5.00

Employees share: 5.5%
Employer’s share: RM5.00

(Source: www.kwsp.gov.my)

Note: An important point to take note, that it should not be calculated using excel formula. According to
Third Schedule of Monthly Contribution Rate, there is a range table to be used, in order to apply
Employee & Employer contribution amount. If you are using 9% rate to calculate employee’s salary of
RM4,990 (which is RM449.10), then it will be wrong, as in the Third Schedule table, it should be RM450.
It would be considered as short contribution of Employee’s EPF and could result to non-compliance.
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ii. Exemptions
Certain payments to Employees not liable for EPF deductions & are exempted:
o Service charges
o Overtime payment
o Gratuity
o Retrenchment, temporary and lay-off termination benefits
o Retirement benefits
o Any travelling allowance or the value of any travelling concession
o Payment in lieu of notice of termination of employment
o Director's fee

Tips: If you are using Kakitangan.com, our system will help you calculate the EPF deduction
amount. You may also assist your employees to choose 9% or 11% contribution rate with ease.

Kakitangan.com’s Payroll system –System will auto calculate EPF deduction amount for you
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Note 1: At the moment till June 2022, the default rate of employee’s contribution rate is 9%. If
employee wish to voluntarily opt for 11% contribution rate, he/she has to fill up Form 17a (Khas 2022)
and submit to employer. Employer have to submit to EPF via i-Akuan (Employer). If you have multiple
employees wish to opt for 11% contribution rate, Kakitangan.com’s system can help you generate csv
version of employee list. Then open with Notepad and remove those employees opted for 9%, save as
new file, subsequently upload the said file to EPF portal.
Do note that you should not open csv files with Excel. In Malaysia’s region the default setting in Excel
will caused all IC numbers change to scientific format, resulting in inaccurate reporting to EPF.

Note 2: Kakitangan.com can support various type of payment options
•
•
•

Generate EPFormA.txt and upload to EPF Portal, then use FPX to make payment. The benefit of
this is you can save the copy of FormA after payment.
Some banks have EPF payment service on their website. You may generate the bank’s EPF
format file and upload to their online banking portal.
Some banks even connect directly with Kakitangan.com and you just need to click pay button,
the system will send payment information to the bank.
(In Malaysia currently only Kakitangan.com and limited banks possess this technology, and it
greatly reduces the hassle of download pay file then reupload)

b. SOCSO
Employees’ Social Security Act,1969 and Employees’ Social Security (General) Regulations,
1971 are applicable to all industries having one or more employees.
Designed to deliver financial support should the employee suffer an injury, or an illness
or occupational disease which results in death or disability.
Provides social security protection including medical and cash benefit, provision of
artificial aids, and rehabilitation.
SOCSO administer two types of social protection schemes:
o Employment Injury Insurance Scheme
o Invalidity Pension Scheme
Under the Act, an employee is defined as a person who has been employed by an
employer under a contract of service or apprenticeship, whether it is Permanent, Part
Time or Temporary.
Employees Monthly Earning at RM3,000 Or Less must contribute to SOCSO.
SOCSO’s coverage is only for employees who are Malaysian citizens and who are
permanent residents.
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i. SOCSO Rate
Contributions of the First Category
For employees who are less than 60 years of age, contributions payable by
employers and employees are for the Employment Injury Scheme and the
Invalidity Scheme.
The rate of contribution under this category comprises 1.75% of employer’s
share and 0.5% of employees’ monthly wages according to the contribution
schedule.
The full rate table of contribution is available at
https://www.perkeso.gov.my/en/rate-of-contribution.html
Note : All employees who have not reached the age of 60, must contribute
under the First Category except for those who have attained 55 years of age and
have no prior contributions before they reach 55 due to non-eligibility under the
Employees’ Social Security Act, 1969.
Case D
Ali is earning RM2000 basic salary and RM150 transport allowance. His Socso
contribution will be as follows:
(RM2000 + RM150) = RM2150
Contribution by Employee = RM10.75
Contribution by Employer = RM37.65
Contributions of the Second Category
The rate of contribution under this category is 1.25% of employees’ monthly
wages, payable by the employer, based on the contribution schedule. All
employees who have reached the age of 60 must be covered under this
category for the Employment Injury Scheme only.
Note : For eligible new employees who are 55 years of age, they must be
covered under the Second Category.
Case E
Muthu is earning RM2500 and no fixed allowance. There is no contribution by
him on Second Category, and employer needs to contribute RM30.60 according
to the Rate of Contribution Table.
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ii. Injury Scheme
Employment Injury Scheme provides protection to an employee against accident
or an occupational disease arising out of and in the course of his employment.
The protection under this scheme covers the following:
o
o
o
o

The accident while doing its job
Commuting accident
Accident during emergency
Occupational diseases

iii. Invalidity Scheme
An Insured Person shall be considered as suffering from invalidity by reason of
specific morbid condition of permanent nature either incurable or is not likely to
be cured and no longer capable of earning, by work corresponding to his strength
and physical ability, at least 1/3 of the customary earnings of a sound Insured
Person.
The scheme provides 24-hour coverage to employee who suffers from invalidity
or death due to any cause and not related to his employment.
iv. Exemptions
Employee NOT covered under SOCSO:
o Government employees
o Domestic servants
o Self-employed persons
o Foreign workers
o Business owner and spouses of Sole-Proprietors or Partnership

Tips: If you are using Kakitangan.com, our system will auto calculate the SOCSO deduction
amount for you.
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Kakitangan.com’s Payroll system – System will auto calculate SOCSO deduction amount for you
c. HRDF
The HRDF levy is a mandatory levy payment collected by the Human Resources
Development Fund (PSMB). It is imposed on employers from certain industries.
The main purpose of HRDF levy is to enable employee training and skills upgrading of
the Malaysian workforce.
The HRDF Levy rate is based on number of Malaysian employees in the company as
follows:
Number of Malaysian Employees
5–9
10 or more

HRDF Levy Calculation
0.5% of monthly wages per Malaysian employee
1.0% of monthly wages per Malaysian employee
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Note: As much as Kakitangan.com wishes to produce direct payment file, however at this juncture HRDF
does not support any external connection. Employer needs to visit HRDF website to register and pay via
bank’s JomPay option.
Tips: If you are using Kakitangan.com, the monthly HRDF contribution will be automatic populated under
“Company Contribution”. Just make sure the settings (0.5% or 1.0%) are selected accordingly.

Kakitangan.com’s Payroll system – System will auto calculate HRDF amount under “Company
contribution”
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d. EIS
The Employment Insurance System (EIS) Act 2017 was introduced and came into force on
1 January 2018.
All employers in the private sector are required to pay monthly contributions on behalf
of each employee. (Government employees, domestic workers and the self-employed are
exempt).
An employee is defined as a person who is employed for wages under a contract of service
or apprenticeship with an employer. The contract of service or apprenticeship may be
expressed or implied and may be oral or in writing.
All employees aged 18 to 60 are required to contribute. However, employees aged 57 and
above who have no prior contributions before the age of 57 are exempt.
Contribution rates are capped at an assumed monthly salary of RM4,000.00.
i)

EIS Rate
Contributions to the Employment Insurance System (EIS) are set at 0.4% of the
employee’s assumed monthly salary. 0.2% will be paid by the employer while 0.2%
will be deducted from the employee’s monthly salary.
Contribution rates are set out in the Second Schedule and subject to the rules in
Section 18 of the Employment Insurance System Act 2017.
Employers in the private sector are required to pay monthly contributions on
behalf of each employee.
(Government employees, domestic workers and the self-employed are exempt).
Full table of EIS rate is available here:
https://www.perkeso.gov.my/en/rate-of-contribution.html

Tips: If you are using Kakitangan.com, our system will auto calculate the EIS deduction amount
for you.
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Kakitangan.com’s Payroll system – System will auto calculate EIS deduction amount for you

Note: Usually both SOCSO & EIS payment can be done via Assist Portal, and Kakitangan.com can produce
payment file for you to upload onto it. However if there is any new employee, you need to register
his/her IC number to create new employee at Assist Portal, then only you can upload EIS payment file.
But why you don’t need to do for SOCSO for new employee? Hmm… interesting question…
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e. Tax Deductions – PCB
PCB, or Potongan Cukai Bulanan in the Malay language, means Monthly Tax Deduction. It
is a monthly deduction from employee’s wages and retained by the employer, to be paid
over to the Inland Revenue Board (also known as LHDN – Lembaga Hasil Dalam Negeri in
Malay language).
i. Tax Rate
The tax rate (Year of Assessment 2021) is determined by LHDN as per the
following:
(source:
https://www.hasil.gov.my/bt_goindex.php?bt_kump=5&bt_skum=1&bt_posi=2
&bt_unit=5000&bt_sequ=11)
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ii. Tax Relief
Tax relief for an individual employee is stated in the table by LHDN (Year of
Assessment 2020)
(source:
https://www.hasil.gov.my/bt_goindex.php?bt_kump=5&bt_skum=1&bt_posi=3
&bt_unit=1&bt_sequ=1)
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iii. Exemptions
There are some exemptions allowable in filling our income tax. This could help
reduce the total chargeable income, hence lower tax payable (or falls below the
minimum taxable income bucket).
Below are the items for tax exempted:
a)
b)
c)
d)
e)
f)
g)
h)
i)
j)
k)
l)
m)
n)
o)
p)
q)
r)
s)
t)
u)

Compensation for loss of employment
Pensions
Retirement Gratuity
Company special service awards
Travelling allowance
Benefit in kind exemptions
Medical and dental benefits
Gratuity paid out of public funds
Gratuity paid to a contract officer
Leave passage
Death gratuities
Scholarships
Cultural performance interest
Income remitted from outside Malaysia
Income derived from research findings
Interest
Dividends
Royalty
Rental income
Fees or honorarium for expert services
Women returning to the workforce

There are also additional exemptions applicable for the Year of Assessment 2020
& 2021, under PENJANA recovery plan:
o
o

o
o
o

Real Property Gain Tax (RPGT) exemption for Malaysian for disposal of up to
3 properties from 1 June 2020 till 31 Dec 2021.
From 1 Jun 2020, an individual income tax exemption up to RM5,000 to
employees who received handphone, notebook, or tablet from their
employer.
From 1 Jun 2020, a special Individual income tax relief up to RM2,500 on
handphone, notebook and tablet purchases.
Full exemption of tourism tax from 1 Jul 2020 till 30 Jun 2021
Income tax exemptions up to RM1,000 for local travel expenses to be
extended until end of 2020.
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iv. Additional Deductions
There additional deductions apart from Tax Relief and exemptions, which can
include donations and gifting to government organization, or approved charitable
organizations. Below is the list of allowable deductions from aggregate income:
a) Gift of money to the Government, state government or local authorities
b) Gift of money or cost of contribution for any approved project of National
Interest approved by the Ministry of Finance (amount is limited to 7% of
aggregate income)
c) Gift of money or medical equipment to any healthcare facility approved
by the Ministry of Health
d) Gift of money or cost of contribution in kind for any approved sports
activity or sports body (amount is is limited to 7% of aggregate income)
e) Gift of money to approved institutions or organization (amount is limited
to 7% of aggregate income)
f) Gift of money for provision of Library Facilities or to Libraries
g) Gift of money or contribution in kind for the provision of facilities in public
places for the benefit of disabled persons
h) Gift of paintings to the National Art Gallery or any State Art Gallery
i) Gift of artifacts, manuscripts, or paintings
v. How to Calculate Income Tax amount
Now you know what are the tax rates, tax relief, exemptions and deductions
allowable. Let’s see the example on how to calculate tax payable.
Case F
Ah Kow is an employee with Company ABC joining on 1 January 2020, earning a
monthly basic salary of RM5,000, travel allowance of RM500, single and paying
EPF at 9%.
Income Description
Basic Salary
Travel Allowance
EPF Contribution @ 9%
SOCSO

Amount or Contribution
5,000
500
450
19.75

Step 1: Calculate the estimated chargeable income for the year of 2020
(Annual Salary will be 5000 x 12 months) - (EPF Contribution will be 450 x 12
months, but limited to maximum of 4000 only) – (Personal Relief 9000 + SOCSO
Contribution 19.75 x 12 months) = 46763
Step 2: Refer to the tax table provided by LHDN on item 3.e.i above
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Tax Table
First 35,000
Balance 16763 @ 8%
Total

Tax Amount
600
1341.04
1941.05 (rounded to
nearest 0.05)

Step 3: Apply tax rebate if applicable
Usually that applicable to employee chargeable income of RM35,000 or lower,
then they will receive a personal tax rebate of RM400.
Another type of tax rebate will be zakat payment to authorities via salary
deduction. This amount can be applied as tax rebate as well.
One more type of tax rebate will be departure levy to employees perform umrah
or other pilgrimages to holy places.
As Ah Kow does not meet the above requirements, there is no tax rebate
applicable for him. So his tax amount payable remains at RM1,941.05
Step 4:
For the current month’s PCB, the estimated tax for the remaining months needs
to be divided by number of months remaining in that year (including the current
month).
RM1,941.05 / 12 months = RM161.75
The above sample case is a simple calculation with not many variables.
What if you have an employee joining middle of the year, married with kids, some
other relief entitled, with zakat & departure levy etc?
Then the calculation will be much complicated, and mistakes can happen if not
careful.
With Kakitangan.com payroll module, the PCB calculation is automatically
populated, and the calculation formula is always up to date, with compliance to
relevant authorities’ guidelines.
This will save a lot of your time and avoid mistakes in calculation, thus eliminating
the risk of penalties by non-compliance.
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Tips: If you are using Kakitangan.com, our system will auto calculate the PCB deduction amount
for you.

Kakitangan.com’s Payroll system – System will auto calculate Income Tax deduction amount (PCB) for
you. You may also choose Table-based or Formula Based option.
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Note 1: The official PCB has two types of
calculations, Table Based & Formula Based. Which
one should you use? Let’s take a look:
•

•

Formula Based usually uses software
calculations method looks like a scientific file
(see attached screen captured from
Kakitangan.com). This method will estimate full
year’s income, family background, and based
on income prior to current day, to derive this
month’s PCB. As this has already been
optimized, the PCB amount will be lesser and
for the same amount of income, the monthly
PCB amount might be different. So when come
to next year’s tax assessment exercise, the
probability of tax refund from LHDN will be
smaller, or a chance of top up the short paid
PCB.
Table Based method will be simpler as it will
look at employee’s income, background, then
uses the maximum amount of PCB, so you will
pay more on monthly basis. Different month
will also result different PCB amount, plus
when come to next year’s tax assessment, the
probability of tax refund is much higher.

Looking at the above analysis, usually for SME if
you are using Table Based method, there will be
less work to do, as if you are using Formula Based
method, you need to fill in the new employee’s
previous income. Secondly you do not have to
answer questions from employees asking why a
different PCB amount is shown on monthly basis.
Finally they will receive tax refund on next year’s
tax assessment (guess they will be happier).
Note 2: If you are using Kakitangan.com’s Payroll
system, then you do not need to use e-PCB
anymore. Just use the payment file from Payroll
system and upload to e-Data PCB. Manually
checking PCB amount one by one via e-PCB is
already quite hassle, and there are chances of
making mistakes. Most instances that people
forget to input SOCSO amount, resulting wrong
PCB amount.
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4. Payslip/Monthly Payroll Statement
a. Why do you need to issue/Receive Payslip
The issuance of payslip is mandatory as per the Malaysia Employee Act 1957. All
employers shall furnish every employee employed by him in a statement relating to the
details of wages and other allowances earned during the wage period.
For employers, it is a record that the company has performed its obligation to the
employees. It is also a document of salary expenses for the company’s expenditure.
For employees, this can be served as an evidence that he/she is employed by the company,
and records the correct salary amount/statutory deductions as stated in the employment
contract. It can also be used for his/her tax calculation/deduction and tax information.
Employees may also use this as a credit referral for financial institutions for loan
applications.
b. What is the information needed in Payslip
When preparing payslip, it is recommended to have the following information available:
i.
ii.
iii.
iv.
v.
vi.
vii.
viii.
ix.
x.

Company Name
Company Address
Employee Name
Employee Number
Employee IC/Passport Number
Employee EPF Number
Employee SOCSO Number
Employee Income Tax Number
Salary Statement Month
Employee Earnings/Deductions section, comprises of
a) Basic Pay
b) Allowance, if any
c) Deductions for EPF, SOCSO, Tax, EIS
xi. Employer Contribution section, comprises of
a) EPF
b) SOCSO
c) EIS
d) HRDF
xii. Calculations of Gross Pay, Gross Deductions, Gross Company Contributions and
Net Pay amount.

Tips: With Kakitangan.com you can just simply adopt the default payslip format we have prepared. Just
click a few buttons, and you can easily send payslip to your employees.
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Kakitangan.com’s Payroll system – You can easily download a payslip, or one click to send everyone
payslip. Save the hassle of sending payslip via email one by one.

Note 1: If your company applied for PSU4.0 government subsidy plan, it is regulated that you must add a
sentence in your Payslip: “KTL Sdn Bhd merupakan penerima bantuan subsidi upah daripada kerajaan
melalui Program Subsidi Upah (PSU).” We have this function in Payroll setting and please remember to
select this option.
Note 2: Currently we use email to notify employees to login to Kakitangan.com to view his/her payslip
(you may use web or mobile browser). There is inquiries that whether we can use mobile apps to view
payslip. We have to be careful as by using mobile apps, it reduces the login procedure. This means if
someone open your apps then they will be able to see your payslip…
Note 3: Our payslip format supports A4 or A5 size. A4 is bigger and you may insert company logo.

32

Kakitangan.com’s Payroll system – it is regulated that recipient of PSU4.0 must insert a sentence in the
payslip to display that this company is receiving subsidy from government.
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5. What are the Statutory Forms & Payment needed to Authorities
a. Monthly Basis
There are few payroll forms and statutory payments need to be submitted to the
authorities before the specific deadlines. Failure to meet these deadlines will attract
fines &/or imprisonment.
The statutory payments can be done through various online banking & portals. What if
you have quite number of employees and you wish to make payment to them?
Kakitangan.com supports auto generations of statutory payment formats, and you just
need to download the file, then upload the payment file at online banking &/or portals.
It saves you hours of work and plus, avoid all the possible manual process mistakes.
Income Tax

Monthly forms to be submitted by 15th day of the following
month

• CP39

•

This is the statement of monthly tax contribution. System
can generate payment file and upload to e-Data PCB

• CP22

•

Notification of new employee joins during the month

• CP21

•

Notification of employee departing from the country

• CP22A

•

Notification of termination/retrenchment/lay-off being
paid a substantial termination amount (Private Sector)

• CP22B

•

Notification of retiring employee (Public Sector)

EPF

Monthly forms to be submitted by 15th day of the following
month
Submit Form A at EPF office or register online via Employer iakaun

SOCSO

Monthly forms to be submitted by 15th day of the following
month
Form 8A to be submitted at Perkeso Assist Portal
https://assist.perkeso.gov.my/employer/login
For new employee, need to fill up Form 2 with copy of identity
card and send to nearest SOCSO branch
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EIS

Monthly forms to be submitted by 15th day of the following
month
Submit via Perkeso Assist Portal
https://assist.perkeso.gov.my/employer/login
Submit Form SIP2A for new employee joins during the month

HRDF

Monthly forms to be submitted by 15th day of the following
month
Payment to be made to PMSB collection agent using Form 2A,
or pay via HRDF web portal

b. Yearly Basis
The yearly forms are required to be submitted once a year.
Form E

Yearly form to be submitted by employer, on or before 31st
March of the following year
•

Form EA

This is to report the annual returns to the government. It
shows the total remuneration paid to the employees and
PCB deducted during the year

Yearly form to be submitted by employee, on or before 30th
April of the following year
•
•

This form will be issued by employer to employee, on or
before 28th February of the following year.
It shows the total remuneration received by the employee
during the year

Tips: If you are using Kakitangan.com, you can easily download these forms. Plus, all information will be
automatically filled up by the system, reducing manual work and possible mistakes.
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Kakitangan.com’s Payroll system – You can easily download E/EA forms, PCB, CP21/22/22A. Plus all
information will be automatically filled up by the system
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6. What is the easiest way to do Payroll & Why
There are plenty of options for company to perform payroll. It’s either using a traditional way of
paper recordings or go paperless by digitalizing all records into computers.
Let’s take a look of the pros & cons of each other.
a. Offline vs Online Cloud
Offline
Cons

Pros
PAYROLL
A) Paper Forms
• No risk of data lost
(paper documents)
due to power
shortage/computer
crash

B) Offline Software
• No need to manually
calculate deductions
etc
Note that customer
support fee & software
update fee might be
chargeable. Payroll
regulations always
change on yearly basis

A) Paper Forms
• Printing needs time,
sending needs time
• Filing space required
• Difficult & time
consuming to
retrieve records
• Manual calculation
of deductions could
lead to mistakes
• Tedious &
complicated works
to update
calculation when
there is regulatory
change

Pros
•
•
•

•

B) Offline Software
• Computer crash,
•
stolen could be the
risk of data lost
• Excel Formula
error/corrupted
could lead to
mistakes
• Regulatory changes
still required manual
updates if using
excel/locally
installed software
• Computer hard disk
storage space
insufficient

Online Cloud
Cons

Save time & filing •
space as all can be
done via computer
Easy data
retrieving system
Formularized
•
system can autogenerate
calculations
No worry on
computer
breakdown as any
computer/mobile
phone with
internet
connection can be •
used to access
data, anytime,
anywhere
Automatic
updates of
regulatory change

Is software
provider doing its
best to protect
customers’ data?
Anyone certifying
them?
Is software
provider able to
update regulatory
changes on time,
is the
design/calculation
method according
to regulatory
requirements?
Cloud server
charges,
customer
support, software
license fee all in a
lump sum
amount
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Offline
Cons

Pros
LEAVE
A) Paper Forms
• No risk of data lost
(paper documents)
due to power
shortage/computer
crash

B) Offline Software
• Boss can approve on
computer

Pros

A) Paper Forms
•
• Printing needs time,
sending needs time •
• Filing space required
• Difficult & time
•
consuming to
retrieve records
• Paper could be
somewhere on the
bottom of the tray
and manager not in
the office to
approve it
B) Offline Software
• Boss not in office,
cannot approve.
• Computer crash,
stolen could be the
risk of data lost
• Not many offline
leave software in
the market, because
it needs to be
installed on all
employees’
computer (and very
expensive)

•

•

Online Cloud
Cons

Save time & filing •
space
Easy data
retrieving system
No worry on
computer
breakdown as any •
computer/mobile
phone with
internet
connection can be
used to access
data, anytime,
anywhere
Employees can
•
apply anytime
anywhere, boss
can approve
anytime anywhere
too
Automatic
updates of
regulatory change

Is software
provider doing its
best to protect
customers’ data?
Anyone certifying
them?
Is software
provider able to
update regulatory
changes on time,
is the
design/calculation
method according
to regulatory
requirements?
Cloud server
charges,
customer
support, software
license fee all in a
lump sum
amount
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Offline
Cons

Pros
CLAIMS
A) Paper Forms
• No risk of data lost
(paper documents)
due to power
shortage/computer
crash

B) Offline Software
• Boss can approve on
computer

Pros

A) Paper Forms
•
• Printing needs time,
sending needs time •
• Filing space required
• Difficult & time
•
consuming to
retrieve records
• Paper could be
somewhere on the
bottom of the tray
and manager not in
the office to
approve it
• Printings receipts
might disappear
after a short period
B) Offline Software
• Boss not in office,
cannot approve.
• Computer crash,
stolen could be the
risk of data lost
• Not many offline
claims software in
the market, because
it needs to be
installed on all
employees’
computer (and very
expensive)

Online Cloud
Cons

Save time & filing •
space
Easy data
retrieving system
No worry on
computer
breakdown as any •
computer/mobile
phone with
internet
connection can be
used to access
data, anytime,
anywhere
Employees can
apply anytime
anywhere, boss
can approve
anytime anywhere
too

Is software
provider doing its
best to protect
customers’ data?
Anyone certifying
them?
Cloud server
charges,
customer
support, software
license fee all in a
lump sum
amount
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Pros
HR DOCUMENTS
A) Paper Forms
• No risk of data lost
(paper documents)
due to power
shortage/computer
crash

Offline
Cons

B) Offline Software
• Save time & filing
space
• Easy data retrieving
system

TIME ATTENDANCE
A) Paper Forms
• No risk of data lost
(paper documents)
due to power
shortage/computer
crash
B) Offline /Thumb
Print/ID Access Card
system
• Save time & filing
space
• Easy data retrieving
system

A) Paper Forms
• Massive papers &
filing cabinets
required to store
documents
• Difficult & time
consuming to
retrieve records
B) Offline Software
• Computer crash,
stolen could be the
risk of data lost
• Computer hard disk
storage space
insufficient

A) Paper Forms
• Attendance record
needs to be kept
safely
• Difficult & time
consuming to
retrieve records

Pros
•

•

•

•

•
•

B) Offline /Thumb
Print/ID Access Card
system
•
• Need supplier to
install manually
• No after sales
service. Any
problems still need to
contact supplier, and
additional charges
might be applicable
• Employee’s access
card lost, need to
replace
• If software crash, all
data could be lost

Online Cloud
Cons

Central Cloud
•
Storage system, any
computer with
internet connection
can access data
with ease
No worry on
computer
•
breakdown or
storage space
Admin can set
access rights
according to job
functions

Is software
provider doing
its best to
protect
customers’
data? Anyone
certifying them?
Cloud server
charges,
customer
support,
software license
fee all in a lump
sum amount

No worry on
•
computer
breakdown or
storage space
Easy data retrieving
system
Employees can
•
clock in according
to GPS location or
selfie
No maintenance
needed on
hardware/software,
and no computer
•
needed to store
data

Is software
provider doing
its best to
protect
customers’
data? Anyone
certifying them?
Cloud server
charges,
customer
support,
software license
fee all in a lump
sum amount
Employees’
mobile phone
might not have
GPS or camera
function
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A good offline Time Attendance system can be very very expensive!
As we can see from the above, the easiest way of doing Payroll & HR Operations are
online cloud, and far better than traditional offline methods.
b. Cloud Based Solution
Perhaps you are still worrying about the safety & security, fees required for online Cloud
Based Solution. Allow us to elaborate further.
Cloud Based Solution is a new way of storing data on server outside of your company,
and accessible via any computer with internet access. It is an on-demand service,
computer networks, applications or resources through another provider’s shared cloud
computing infrastructure.
The benefits on bringing your Payroll & HR Operations to online cloud are reduced risks
of the above-mentioned disadvantages. It can increase capacity, scalability, functionality
and can reduce/eliminate maintenance and cost for computer infrastructure or
headcounts.
Most companies are not willing to hire top security professional, and cannot guarantee
employees’ computers are in working order at all times. Hence it is important to store
your data on a reputable cloud HR software. If anything happens to your computer, just
you need to change to another machine, and carry on your business as usual.
The concept of business continuity was only applicable to big companies in the old days.
But today cloud technology is getting more matured and popular, you can even apply it
to SME, to ensure business continuity.

7. Kakitangan.com – One Solution for all Payroll & HR Operations
We are a cloud based solution providers with over RM4 bil of payroll processed since we started
in 2015. In 2021, there are over 5,000 companies actively using Kakitangan.com, and also official
payroll partner of Maybank, Public Bank, RHB Bank, Hong Leong Bank, BSN, Alliance Bank,
Ambank.
Kakitangan.com complies with regulatory requirements, and we are certified by LHDN. More
importantly, we also hired BDO & spent 8 months for audit exercise, and got certified on PDPA
data safety. As far as we know, there is no other similar payroll software companies concern
that much and hire renown auditor. And because we are working closely with many banks, we
also performed many security tests and research. The banks did many researches and in the end
chose to work with us, so you can trust us.
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For more products introduction, you may visit https://kakitangan.com/platform.html
What do people say about us and why do they love Kakitangan.com? Find out more at
https://kakitangan.com/testimonials.html

E-Payroll
Stop worrying about calculating employee deductions, let
our calculator do that for you

E-Leave
Applying and approving leaves, at your fingertips

E-Claim
Snap receipts and submit claims via phone directly to the
person in charge

E-HR Documents
Manage your employee database with ease, all in one
place

GPS Time attendance
Your employee can clock in and out easily with their
mobile devices. Easy tracking the clock-ins/out with
geolocation!
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What’s more – Kakitangan.com is proudly introducing HR Sifu Platform – a platform FREE for our paying
customers to get FREE consultations with experts in the country.
Our team of experts consist of different industries and aspects, and would be a great help to SME with
latest information & consultations.

Visit https://www.kakitangan.my/hr-sifu-platform-consultancy for more information

If you are not one of the paying customers yet, buy one more our product before 28 Feb 2022 to enjoy
FREE consultations of HR Sifu Platform in the year of 2022! You will receive email on the appointment
booking website login ID and start making your appointment with the experts!
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Start digitalizing your Payroll & HR operations
now by contacting us at 012-4666321 or email
sales@kakitangan.com

We welcome your feedback and if you have any suggestions, feel free to email us at
marketing@kakitangan.com
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