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1. Setup

Download zip file from
https://download.sage.my/pages/sage payroll.ntml#Tools and Utilities

sage

MCO Author

ization Letter

After extracting the files, Copy mco.exe to UBSpay90\tools folder

Local Disk (C:) UBSPAYS0 Tools

K
k ambb
48 Borang_Senarai_Pekerja
B DBF_FIX
48 ERP AKLUMAT_PEKERJA
¥ ERPPSUZ020

¥ nhib

¥ hibbiz
¥ hibfirst
k irda

k irBadirect
by irBa-ORG
¥ Ihdnaudit

¥ meo

Next, copy reports listed below to UBSPAY90\reports folder
mco3.FRX
mco3.FRT
mco3b.FRX
mco3b.FRT

Local Disk (C:) UBSPAY30 reports

a.
b.

MName

Date modified Type
FRT File
FRX File
FRT File
FR



https://download.sage.my/pages/sage_payroll.html#Tools_and_Utilities_MCO_Authorization_Letter
https://download.sage.my/pages/sage_payroll.html#Tools_and_Utilities_MCO_Authorization_Letter

File Payments Personnel Government

2. Add External Application to Sage Payroll

Run Sage Payroll, Go to Miscellaneous > A. External Application
Menthly And Yearly Housekeeping  Wizard

Miscellaneous

L s

ECE Control Beard A

My Favorites
Personnel sa
1st Half Payroll

Malays
2nd Half Payroll Produc

Government

NEEEREC

Print Other Reports

Export / Import Payroll Records
Export Payroll Records To Excel
Export C5V / TXT File

Check File

[P [ [

=

UBS HRMS Option 4

[

Posting To Daccount [J

Iga

Mote On Importing

2nd Half Mormal Pay

A A External Application
B. Post To 5age Plus
New MyAppID C. Post To Sage One
15t Half Normal Pay Product | p. Post To Sage S0cloud
Sage Cover

Sd

E’ Program File Manager

Click "Add" to add an external application

Program Name ~

_AlCIz. Run &M Bank Bank Format

2104, LHDN AZudit File
" |z105. Bun Public Bank
_Altlﬁ. ERP and PSU Excel Report

. Bun Hong L

ATOOLSYHLBFIRST.EXE

_AlCIl. Bun Hong Leong Bank Frogram

_AlUS. Bun Hong Leong Bank Connect Biz

nnect First

(=]

Add

Delete

Property

Run

Close

e
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iil. Fill in Description and select location of mco.exe (UBSPAY9O\TOOLS\MCO.EXE). Click
OK when done.

Create New
Description MCO Travel Authorization Letter
Program Files C:\UBSPAYSO\TOOLS\MCO.EXE
oK Cancel
i Open *
Look in: | Tools v| (W5
* Name - Date modified Ty »
] Ly ERPPSU2020 19/4/2020 8:59 PM Ay
Quickaccess  prpy)p 18/5/2020 5:06 PM A
- L hibbiz 20/5/2020 417 PM A
2 hibfirst 6/1/2021 2:27 PM Ay
Desktop Lyirga 13/11/2018 11:10 AM Ay
- L irBadirect 13/11/2019 4:08 PM Ay
[ | Ly ir3a-ORG 15/8/2009 432 PM Ay
Libraries 2 Ihdnaudit 23/10/2018 7:22 PM Ay
L mco 7/5/2021 12:55 PM A
! Ly pbbexcel 16/4/2021 2:24 PM Ay
This PC Ly pbbexcel_backup 22/5/2020 11:59 AM Ay
|E|RegisterComponent 22/1/2013 3:28 PM Ay
a L
* £ >
Network
File: name: meo ~ oK
Files of type: Application ~ Cancel
Code Page...
iv. Run Application
[@ Program File Manager @
Program Name ~
_AlUl. Bun Hong Lecng Bank Program Add
| |R102. Run RM Bank Bank Format Delete
| |R103. Run Hong Leong Bank Connect Biz
| |nlo4. LHDN Rudit File Eripziay

Al105. Bun Public Bank
_AlUE. ERP and P5SU Excel Report
R107. Bun Hong Leong Bank Connect First

Close

C:\UBSPAYS0\TOOLS\MCC.EXE
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3. Malaysia MCO Travel Authorization Letter Email Screen

Vi.
Vii.

viii.

Xi.

Xii.

Letter language (® English () Bahasa

Directory | C:AUBSPAY90\

Add Logo Add Signature Add Company Stamp

sage
Payroll

Show company address.

Destinalion address: | Suite 1B-6, Level 6, Block 1B Plaza Sentral, Jalan Stesen Sentral 5 Kuala Lumpur Sentral,

[ Select all (® Traveltowork () Travel Inter-state

| Employee Mo, Mame E-Mail ~
001 Employee 001 (= Capping)

002 EMPLOYEE MAME joshualim@sage.com

003 Employee 002 (= Capping)

004 Employee 4 {(multiple relieves

005 Employee 005 {Accumulate rg

006 Employee 006 (pre-relief + cu

007 Employee 007 (= Capping)

008 Employee 008 (= Capping)

009 Employee 009 (= Capping)

010 Employee 010 {multiple relie W

Reminder Ensure employee email is valid and not blank to successfully send email.

Customize Report Generate POF Send E-mail Eit

Letter Language — 2 languages are made available

a. English

b. Bahasa Malaysia

Directory — Select location to generate report. (Mandatory)

Add Logo, Add Signature, Add Company Stamp — Upload picture of your company logo,
signature and company stamp. This will be shown in the generated report.

Show company address — check to show address

Destination address — default address will be the company address. (Housekeeping >
Parameter Setup > Company Details.)

Travel to work/Travel Inter-state — select either option

Employee Table — Select employee that you want to send email to, emails can be changed in
this table too.

Customize Report — User can change the wordings of the letter(strings) but NOT the
variable names.

Generate PDF — Generate letter

View PDF — This button will only be enabled once letter is generated. Select an employee
from the table to view the pdf.

Send Email — This button will only be enabled once letter is generated. Click to send email
once customization is completed.

Exit — Close screen



4. Send Email

Pre-requisites:

Ensure your system has Outlook running to send email.
Ensure Employee emails are valid and not blank

sage

Letter language (® English () Bahasa

Directory | CAUBSPAY9OL

[= @ =]

Add Logo Add Signature

Add Company Stamp

sage
Payroll

Show company address.

Deslinalion address:  Suite 1B-6, Level 6, Block 1B Plaza Sentral, Jalan Stesen Sentral 5 Kuala Lumpur Sentral,

Select all (® Travel towork () Travel Inter-state
Employee MNo. MName E-Mail A
001 Employee 001 (= Capping)
W] 002 EMPLOYEE MAME joshualim@sage.com
0032 Employee 003 (= Capping)
o004 Employee 4 (multiple relieves
005 Employee 005 (Accumulate ry
006 Employee 006 (pre-relief + cu
007 Employee 007 (= Capping)
o0s Employee 008 (= Capping)
009 Employee 009 (= Capping)
010 Employee 010 (multiple relie v
Reminder. Ensure employee email is valid and not blank to successiully send email.
Customize Report Generate PDF View PDF Send E-mail Exit
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Sample Reports:

i Language: English, Travel to work
Ssage

-
Payro

New Company

Suite 1B-6, Level &, Bleck 1B

Plaza Sentral, Jalan Stesen Sentral 5

Kuala Lumpur Sentral, 50470 Kuala

03-22614178

07/05/2021

Letter of authorization to travel to work

Dear Sir/Madam

Please kindly permit EMPFLOYEE NAME, carrying 223456-78-9012 ID number to commute to address

Suite 1B-6, Level 6, Block 1B Plaza Sentral, Jalan Stesen Sentral 5 Kuala Lumpur Sentral,
50470 Kuala Lumpur as part of his work requirements

Qur company is covered under the Ministry of International Trade and Industry (MITI) essential

services scheme.

Thank you for your cooperation.

Sincerely
e Rpley
Name of authorizer in company: MANAGER NAME

Title : PAYROLL MANAGER




Language: English, Travel Inter-state

sage

sage
Payroll

New Company

Suite 1B-6, Level &, Bleck 1B

Plaza Sentral, Jalan Stesen Sentral 5
Kuala Lumpur Sentral, 50470 Kuala
03-22614178

07/05/2021

Letter of authorization to travel inter-state

Dear Sir/Madam

Flease kindly permit EMPLOYEE MAME, carrying 223456-78-9012 ID number to commute to address
Suite 1B-6, Level &, Block 1B Plaza Sentral, Jalan Stesen Sentral 5 Kuala Lumpur Sentral,
50470 Kuala Lumpur as part of his work requirements

Our company is covered under the Ministry of International Trade and Industry (MITI)

services schems.

Thank you for your cooperation.

Sincerely

I Y

Name of authorizer in company: MANAGER NAME

Title : PAYROLL MANAGER

h

essential
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Language: BM, Travel to work

sage
Payroll

New Company

Suite 1B-6, Lewel &, Bleck 1B

Flaza Sentral, Jalan Stesen Sentral 5
Kuala Lumpur Sentral, 50470 Kuala
03-22614178

07/05/2021

Surat kebenaran merentas ketempat kerja

Kehadapan Tuan/Puan

Adalah dimaklumkan bahawa EMPLOYEE NAME, pemegang kad pengenalan bernombor 223456-78-3012
akan berulang alik ke alamat berikut di atas faktor kerja.

Suite 1B-6, Level &, Block 1B Flaza Sentral, Jalan Stesen Sentral 5 Kuala Lumpur Sentral,
50470 Kuala Lumpur

Syarikat kami adalah satu perkhidmatan perlu (Essential services) dan dilindungi di bawah
Skim perkhidmatan Kementerian Perdagangan Antarabangsa dan Industri (MITI).

Segala kerjasama dari pihak tuan/puan terhadap perkara ini,diucapkan ribuan terima kasih.

Sekian
Tandatangan &:
Nama pengarah Syarikat MANAGER NAME

Jawatan FPAYROLL MANAGER
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iv. Language: BM, Travel Inter-state

sage
Payroll

New Company
Suite 1B-6, Level &, Block 1B
Plaza Sentral, Jalan Stesen Sentral 5

Kuala Lumpur Sentral, 50470 Kuala
03-22614178

07/05/2021

Surat kebenaran merentas negeri

Kehadapan Tuan/Puan

Adalah dimaklumkan bahawa EMPLOYEE MNAME, pemegang kad pengenalan bernombor 223456-T8-9012
akan berulang alik ke alamat berikut di atas faktor kerja.

Suite 1B-6, Lewel 6, Block 1B Plaza Sentral, Jalan Stesen Sentral 5 Kuala Lumpur Sentral,
50470 Kuala Lumpur

Syarikat kami adalah satu perkhidmatan perlu (Essential services) dan dilindungi di bawah
Skim perkhidmatan Kementerian Perdagangan Antarabangsa dan Industri (MITI).

Segala kerjasama dari pihak tuan/puan terhadap perkara ini,diucapkan ribuan terima kasih.

Sekian
Tandatangan g:
Nama pengarah Syarikat MANAGER NAME

Jawatan PAYROLL MANAGER

*khkkkk The End kkhkkkk



