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transaction of an Employee

you have to click first the

DATE HIRED  BDAY

0772072016
> I O Vi eW the Empl Oye e 1 St 16001544~ ABAC, MONA RIZA CULTURA 041672016 12061993  452-277-958 (04-2534254-7 090503865989 121118393332  0B/15/A
16001001~ ABAD, PAMELA ABLETES 02192016 12/201993 432430917 34-3389342-5 020509629103 121086356586 07/18/2

click the Employee menu then
Employvee Master List will
display.

ABADINAS, ABIGAIL RICAFRENTE 0672472015 09131995 322-342-937 34-4189049-4 010520534534 913309109832

ABAIGAR, JOSEFA SIATELO 107251993 03/19/1968 915-491-270 0B-12749966 (070504887268 106001583957

ABAN, GRACE ENRICO 04192016 01041998 327-473632 34-5729561-4 062516462561 916087680913 07A1972

ABANES, ANABELL LEPNICA 050472016 10091993 312267037 34-3452080-7 020609084557 121118260058  0BA3/A

ABANO, LOURDES ELEMEN 067292015 03131982 303-200626 3381929548 (020502724305 121028500908
14004103~ ABARCA, NORIE REMOLLO 107222014 01/2211988  402-786-786 (06-3212679-2 130251208272 121084910979
16001731 ABARRA, REZZA MAY PATRICIO 040972016 09/17/1995 NONE 07-3162161-9 112528509498  NONE 100972

1300 ABARRO, ALVIN LIBERTINO 05092014 07031990 453-264-848 (9-35556849 010518662924 121146212120 v




& Brillantes

SPGC ePayroll Data Maintenance  Emy ftry Utilities »

%+ To select the page number
of an employee list, click the P ot [T

EMP# NAME DATE HIRED  BIL ; - TIN §SS PHIC HDMF EOC (
P a g e C Omb O b OX and S e 1 e Ct 16001758 BAUTISTA, CRISEL AGANON 0507/2016 08 z ] 327679222 01-2574221-4 050502834034 121169011548  0BAB/2016 ¢
th e a e numb er 08006455  BAUTISTA, FERNANDO F 070472008 07, ;5 NONE 00-0000123-4  00-0000123-4  00-0000123-4 010172099 °
p g ° 16001517 BAUTISTA, IBMAR DOLLIENTE 041152006 08 ;D 327-322-276  01-2495833-9 050255243427 121147465887 07/14/2016 ¢

16000218 BAUTISTA, JERAMIE FLORES 01/16/2006 07| 1l 400-888-574  34-0854278-7 210500776550 121158388075

16001956~ BAUTISTA, JOCELYN VELASQUES 051172006 02 291-936-673 34-0728176-2 010506196235 106001570793

16001377 BAUTISTA, MARIETA ESPEJO 0320/2016 05 482-697-183  34-5767292-3 060502043423 121166004498  06/20/2016

15000781 BAUTISTA, MARY ANN TEANO 031062015 " 453-201-803  34-4255816-2 0B0257893328 121120954837 b

16001369 451-375-161  01-22239209 050501698978 121165165035  08/23/2016

“* By reseting the Employee
name that you entered , click
the Reset button and 1t will
go back to the first module
which 1s Employee Master
list .
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extbox to enter the Employee name and press Enter. After
you have input the Employee name the data will display.

Version 8.1.0.0.1
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Employee Master

Page: earch:’ padillo

EMP# NAME DATE HIRED  BDAY TIN SS§ PHIC HDMF EOC Cost Center | P.Cl

15002535 PADILLO, TRIXIE MAE VIZCO  06A18/2015 10071993 470-108-739 34-5087957-4 010620887233 121147464777 7030 Sem
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Employee #: | | SSS # [ |
Last Name: I ] TIN # [ I
First Name: | } TAX Status [
Middle Name: | l TAX Effectivity Date [ I
Gender: [ ¥| HDMF# [ |
Birthdate: | I [ voluntary [ Above 5k

PHIC #: [ |

Emp. Stat.: | I
Birth Place:

Date Hired: ‘ I

Date Oriented: [ I
Citizenship: | ~ Rec. Status: [ =]
Religion: I L‘ﬁvl Hold Reason: [ \,]
Civil Status: [ v| Separation Date: ‘ I

—

No. of Street:

Town/District:

Prov. Address:

City/Province:

Tel./Contact #:

Hold Period:
Salary Payment Mode:

Company:
End-of-Contract:
Based Cuttoff:

Unit Head:

Unit:

MT/Other Allowance:

Other Allowance:

[
[

[ cBA Emp. [ Daily Paid

[ [ ||

[ | ~tfar contractual employees)

[ ¥ ~(for contractual employees)

*(Monthly rate)

~(Daily rate)




and select 1f it 1s male or female.

Employee Master [Creation]

Employee #:

Last Name:
First Name:

iddle Name:

Gender: v

"Birthdate:

Birth Place:




o

[~

”~

| Citizenship:

After selecting the Citizenship , select als

the Religion

Religion:

Then select the Civil Status .

Civil Status:

Citizenship: . v
Religion: AMERICAMN
Civil Status: AUSTRALIAMN
CHINESE
FILIPING
FILIPINO
INDOMNESIAN
No. of Street; JAPANESE
RUSSIAN
Citizenship: [ ~| l
Religion: : vl
Civil Status: AGLIPAY
BAPTIST
BORMN AGAIN
CATHOLIC
No. of Street: CHRISTIARN
EVANGELIST
IGLESIA
INC
INDEPENDENT

Town/District:

ISLAR

JEHOWAH'S
METHODIST
MORMOM

rAUSLIR

MNATIOMNAL CATHOL
PEMNTICOSTAL
PROTESTANT
RIZAL

itizenship:
eligion:

Civil Status:

No. of Street:

WYIDOWY

MARRIED
SINGLE
SEPARATED




In what Town/District

Then in what Province

And also the City/Province

Her/His Telephone or Contact

number

Prov. Address:

City/Province:

Tel./Contact #:




- click by its own textbox and
enter their number. Both SSS
and TIN number has a unique
code number.

sTo select the TAX Status , click
the combo box and select in the five
TAX Status code.

% For the TAX Effectivity
Date enter the date according to
the date format required. If it is
formatted with mm/dd/yyyy,
dd/mm/yyyy/ or yyyy/dd/mm .
It 1s called the cut -off period.

TAX Status v I

ME1 /£ 51
ME2 / 52
MES /7 53
ME4 / 54

TAX Effectivity Date: '




% To enter the HDMF# or Pagibig number of
Employee, just click the HDMF textfield and type

the number with four digit number by each line

HDMF # (0000-0000-0000-0000

+* For the PHIC# or PhilHealth

number of an Employee enter i1t with PHIC #: UUUU-UUUU-UUUU-UUUU’ '

four digit number by each line also .




to the date formatted.

¢ To select the Record Status, click the

777 ¢ / she was hired and when did he/she
oriented type it into the textfield according

combo box and select if it 1s Active or
Hold. It is Active when the Employee was
still connected in the company , and Hold
when it 1s separated or already resigned.

** Once
Activ

you cannot input a date on that textbox.
Otherwise 1f it 1s selected as Hold you can

input a date.

select the Status with
oth Separation Date and Hold
Period textbox will be disabled. Meaning

Date Hired:

iy

Date Oriented: B/ ddiyyyy

Rec. Status; v l

Active
| Hold

v|

Rec. Status: QActive )
Separation Date: mmdddfyyyy
Hold Period: |mm/ddiyyyy
Rec. Status:

Separation Date: 07/25/2016

Hold Period:




~ Date and Hold Period of the
Employee when the Employee was
not yet connected or already
separated to the company . This two
textbox was abled . And it will be
disabled if the Employee was
Active or still connected to the
Company.

¢ Selecting Salary Payment Mode
either ATM, Cash and Paycard/ Cash
Cash . ATM if the Employee have a
ATM card , Cash if they don't have and
usually in Meycauyan , Marilao and
Service Crew used Cash Cash for their
Salary Payment Mode.

ISeparation Date: l

IHuId Period: '

Salary Payment Mode:

Separation Date:

Hold Period:

Salary Payment Mode:
Bank Code: A
Bank Branch Code:

Savings Account Number:

|

|

|

ATM
Cash
Pay Card/Cash Cash




Empl

SSS#
TIN#

Employee #:

Last Name:

TAX Status

First Name:

Middle Name: TAX Effectivity Date:

| HDMF #

PCIB

CHINA BANK

MS. SOL GALICHA
FEBTC (SM NORTH EDSA)
PHIC #: FEBTC (EGC1)

PCIB (DAVAO)

Emp. Stat.: MS. SOL GALICHA
METROBANK-KALOOKAN
Date Hired: UCPB-OLD

RCBC

FEBTC - OLONGAPO

Gender:

Birthdate:

**'10 choose the bank Code just clic
the combo box and select what bank
code . Bank code number always start at
number 0.

Birth Place:

Date Oriented:

__‘:

Religion: | Hold Reason:

Civil Status: | Separation Date:

Hold Period:

Salary Payment Mode:
No. of Street: |

O cBA Emp. O paily Paid

First Name: :[ TAX Status
Middle Name: [:l TAX Effectivity Date:

Gender: ‘ .”;‘ HDMF #

) ALA ALABANG BRANCH
Bithdate: [ ] BACOLOD ARANETA BRANCH
—— BAGUIO BRANCH
: GRACE PARK CENTER

**Selecting Bank Branch Code is
just click also the combo box and

Emp. Stat: CAVITE BRANCH
S e e Ct Birth Place: CEBU PLARIDEL(DOWNTOWN) CENTER
. Date Hired: PASIG-SANTOLAN BRANCH

DAVAO MAGSAYSAY CENTER
Date Oriented: DIVISORIA CENTER

L FEDERALS TOWERS CENTER
e [ @ Rec. Status: NAVOTAS BRANCH
ILOILO-DELGADO CENTER
ARANETA CENTER

| Separation Date: DASMARINAS CORPORATE CENTER
- ESCOLTA TOWERS BRANCH
Hold Period: DOWNTOWN CENTER
MARIKINA CENTER
Salary HaymentHads: PASONG TAMO BRANCH
No. of Street: Bank C PASAY-LIBERTAD BRANCH

5 CUBAO BRANCH

O cBA Emp. [ Daily Paid

Religion: [ Hold Reason:

Civil Status: |




& Toselect if it is CBA Emp. or Daily

Paid , Usually Union Members using
CBA Emp while the Daily Paid is when
it 1s Monthly and Daily Paid .

¢ To Select the Company if where the
Employee was , click the combo box
and select in what company.

| CwamTimm

]

Company. v '

Company:
End-of-Contract:
Based Cutt-off:

Unit Head:

Unit:

MT/Other Allowance:

Other Allowance:

CENTRAL BOOKSTORE, INC.

DONA MARIA RICE SURPRISE

EXPRESSIONS STATIONERY SHOP, INC.

MICA GENERO ABUNDANS FOUNDATION, INC.
OMMNOM CORPORATION

SL AGRITECH CORPORATION

SL BIOTECH CORPORATION

SP LAND INC.

SP PROPERTIES, INC.

STERLING ANIMATION INT'L. INC.

STERLING GLOBAL CALL CENTER,INC.
STERLING GLOBAL MEDICAL & PHARMACEUTICAL
STERLING PAPER PRODUCTS ENT., INC.
STRAIGHTLINES INT'L, INC.




: EofCotct Yot e
contractual employees,mmply click the R

textbox for the End -of-Contract and for bl *
the Based Cut-off click the combo box ' ¥ Tocontl e
and select.

o Input the Unit Head and Unit if Unit Head:
where the Employee was . Unit \

“* MT/Other Allowance (Monthly
rate) 1s what we called a Deminimis and
Other Allowance (Daily rate) is a Non
Taxable Allowance.

MT/Other Allowance: *(Monthly rate)l

Other Allowance: *(Daily rate)




Employee #:
Last Name:

First Name:

Middle Name:

Gender:

Birthdate:

Birth Place:

Citizenship:
Religion:

Civil Status:

No. of Street:

Town/District:

Prov. Address:

City/Province:

Tel./Contact #:

15002535
[PADILLO
[TRIXIE MAE
lvizco

[Fernale ]
110/07/1993 |
MANILA

[FILPIND ~|
[caTHOLIC i
SINGLE

BB L22VIRGO ST., SAN MARINO
HEIGHTS, DASMARINAS, CAVITE

0935-5162637

SSS# (34-5087957-4 ]
TIN # |470-108-739 |
TAX Status [5/ME |
TAX Effectivity Date: [osra015 |
HDMF # [1211-4746-4777___ |

[ veluntary [] Above 5k

PHIC #: [0105-2088-7233-____ |
Emp. Stat.: | I
Date Hired: 06182015 |
Date Oriented: |DB/‘18/2015 |
Rec. Status: |Active

Separation Date: |

Hold Period:

Salary Payment Mode:

064 => MBTC-MAKATI
233 => KAYAMANAN-C BRANCH

|3233-51239-8

] cBA Emp. [ Daily Paid

| 4

Company: [STERLING PAPER PRODUCTS ENT., 1%
End-of-Contract: | | *(for co
Based Cutt-off: [ ~

Unit Head: |Ofﬁce of the MIS Manager |
Unit: IMIS - IT Support Manager I
MT/Other Allowance: IU_DD I

Other Allowance:

[peem D




