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Work Flow of Payroll Register

a Narralives

Agency

'S Ministry of Finance (MoF)

Payroll Register (MoF}

VIUGA (CSC)

1. Updale employee master data: New
recruitmens, termination, allowances, elc

2. Verify All Employee Records: Ensure accuracy
before monthly payroll pracessing

3. Prepare Variable Allowances and Deductions:
Organize reparts for overtime (OT), attendance
allowances, pensions, etc, and upload batch
input files into SAP

4, Central Payroll Run: The Ministry of Finance
(MoF) runs payroll centrally on the 23rd of every
month

5. Verify and Finalize Payroll Details: Before
exiing payroll, check and finalize basic salary,
atowances, deductions, and nat amount using the
SAP monthly payrol repart. Concurrently, MoF will
foad SAP and VIUGA data inlo the Payroll
Register an the 23rd of every manth

6. Compare SAP and VIUGA Dala. Perform this
comparison through the Payrall Register befare
exiting the payrall

7. Conflicts: Checking Discrepancies

B. Address Mismalches: Post details of any
mismatched staff in the VIUGA system. Agencies
can view and update information in the relevant
system (SAP or VIUGA) belare exiting the payrall

9. Central Payroll Exit: MoF exits payroll centralty
on the 25th of every month

10. Final Dala Loading and Comparison: After
exiting payroll, load SAP and VIUGA data Inlo the
Payrall Register for a final comparison

11. Conflicts: Chacking Discrepancies

12. Resolve Conflicts: If any conficts arise, post
mismatched staff delails on the VIUGA system
Agencies can then view and update information in
Ihe stated system (SAP or VIUGA)

13. Confirm No Conflicts and Post Payrall: If there
are no conflicts, proceed lo post the agency
payroll. The HR supervisor and Finance Executive
(FE) should ansure no mismatched data exists in
the SAP and VIUGA systems

14, Final Salary Processing: If there are no |ssues
with posting documents and comparisan data, the
MoF will process salaries centrally

1. Hiring/ Update
‘employea records

3. Prepare & upload
allowances and
deduction files

|7—DI 4, Run Agency payroll

5. Verity & finalized
payroll report

13. Payroll Posting

|= 1 9. Exit system

6. Comparison
through payrol
register

10. Comparison
through payroll
register

|

11. Conflict?

Verified Employee
Records

8. Conflict Posted

Verified Employee
Recor

12. Conflict Posted




