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How to Capture Bonus in Payline 

1 Define the Bonus Type 
 

In order to pay bonus at the end of the year or at any point in time we need to ensure that we have defined 

the bonus in the system 

We access the menu Payroll Definitions>Benefits and define the bonus under the bonus account 

category 

 

 Ensure that the benefit type is Cash, if it is cash bonus or Non-Cash if it “In Kind”. For bonus we capture 

as an Irregular Earnings. 

Name the bonus that you are defining appropriately  
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Apply the appropriate tax credits where applicable as shown above 

If the tax credit is 10,000 as the maximum then enter that and or it is also has a percentage e.g. one third 

then enter 33%. 

Save your Bonus and it is ready to be applied to the employee. 
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2 Allocating to an employee 
 

In order to apply to an employee, use the Bulk Benefit screen as shown below, you can access through 

the menu Bulk Processes>Bulk Benefit 
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Select Irregular Earnings as shown above. 

You can click on the bonus that you had defined and it should appear. Select the employee and enter the 

amount that you intend to allocate 

 

When you select by percentage the system will calculate based on the “Calculate on” section that you 

would have selected. 

Save you selections ensuring that the bonus is only allocated for that one month. After your payroll run 

the bonus will appear as shown below 
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When you run the payroll the system will pick up the bonus as it will appear in the payslip. 

 

 

 

 

 


