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Gross Salary (UVG)

AHV liable

ALV liable

UVG liable

UVGZ liable

BVG liable

Hl liable

Tax liable

Tax at Source liable

Tax at Source Rate determination
Tax at Source Rate determination aperiodic
Social Unit liable

BVG insured salary

Tax Declaration Comment (No. 15)
Tax Declaration (Form. 11)
Vacation Money liable (HS)

Part 13th Payday

Part 14th Payday

Gross for Net

Net Pay Correction

Social Costs liable

G/L Entry per Line

Additional Text

LSE Statistic

Time Type

Unit Management Rapport
Unit fixed Value

Time Calculation Sign Change
Work Type

Damage Detail

160
161
161
161
162
162
162
162
163
163
164
164
164
164
166
166
167
168
168
169
169
169
170
171
172
172
173
173
174
174
175
175
175
177
177
177
178
178
178
179
180
180
180
180
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41.4

4.1.5

4.1.6

4.1.7

4.1.3.7
4.1.3.8
4.1.3.9
4.1.3.10
4.13.11
4.1.3.12

Damage insured salary

Damage Absences Salary Type KLE
Additional Position UKA

Piecework Expenses %

Modified By

Modified At

Dimensions

4141
4.1.4.2
4143
4144
4145
4146
Security
4151
4152
4153
4154
4155
4156
4157
4158
4159
4.1.5.10
4.15.11

CC Allocation

Cost Center Partition
Cost Center Posting
Cost Object Posting
Accounting Key CC
Accounting Key Posting

Salary Code salary blocked

Salary Code monthly salary blocked
Salary Code hourly wages blocked
Salary Code piecework blocked
Salary Code monthly wages LMV
Blocked

Text blocked

Debit Cost Center blocked
Quantity blocked

Rate blocked

Amount blocked

Plausibility

4.16.1
4.1.6.2
4.1.6.3
416.4
4.1.6.5
4.1.6.6
4.1.6.7

Quantity min.
Quantity max.
Rate min.
Rate max.
Amount min.
Amount max.

Additional Reference

13th/14th Payday

4171
41.7.2
4.1.7.3
41.7.4
4.1.75
4.1.7.6
4.1.7.7
41.7.8
4.1.7.9
4.1.7.10

Vacation money salary inactiv

Vacation money monthly wages inactiv
Vacation money hourly wages inactiv
Vacation money piecework inactiv
Vacation money monthly wages LMV
13th Payday Salary inactiv

13th Payday monthly salary inactiv

13th Payday hourly salary inactiv

13th Payday piecework inactiv

13th Payday monthly wages LMV inactiv

181
181
181
182
182
182
182
182
182
182
182
183
183
184
184
184
184
184
184
184
185
185
185
185
185
185
185
185
185
185
185
186
186
186
186
186
186
186
186
187
187
187
187
187
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4.2

4.3

4.4

4.5

4.6

4.7

4.8

41.7.11
4.1.7.12
4.1.7.13
4.1.7.14
4.1.7.15
4.1.8 Function
4181
4.18.2
4.1.8.3
4184
4185

14th Payday Salary inactiv

14th Payday monthly salary inactiv

14th Payday hourly salary inactiv

14th Payday piecework inactiv

14th Payday monthly wages LMV inactiv

Calculation Employment/Resignation
Rounding precision

Rounding Type

Salary Type Group

Recurring Journal - put back

Following Salary Type

Salary Entry
Translation
Comment
Copy
Merging

Reports

48.1 Salary Type List

4.8.2 Accounting Salary Type List

Payroll Setup

5.1

SwissSalary Direct

511 System Requirements

5111
5.1.12

Internet Access

SwissSalary Plus

5.1.2 Settings in SwissSalary

5121
5122

SwissSalary Direct Settings

Settings in the Employee Card

5.1.3 Settings in SwissSalary Direct

5.1.3.1

5.1.3.2
5.1.33
5134
5.1.35
5.1.3.6

Admin Dashboard
5.1.3.1.1 Client Settings

5.1.3.1.1.SwissSalary Direct und Schadenmeldung

1 KLE
5.1.3.1.2 Registered employees / Usage

5.1.3.1.3 Non-registered employees
5.1.3.1.4 Document upload status
Global Settings

User Settings

Versions

i / Languages

Log off

187
187
187
187
187
188
188
188
188
188
189

189

191

191

191

192

192

192

192
193

194
194
194
194
195
195
199
199
199
199

201
202

202
203
203
203
204
205
205
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5.2

5.3

Setup
6.1

6.2
6.3
6.4
6.5

6.6

5.1.4 Sending documents

5.1.41 Paycheck
5.1.4.2 Salary certificate

5.1.4.3 Providing other documents
5.1.4.4 Dossier ZIP Archive Import

5.1.5 Company
5.1.5.1 Copying Company
5.1.5.2 Merging Company
5.1.5.3 Splittings Company
5.1.5.4 Changing Company

5.1.6 Dashboard Employee

5.1.7 Registrations of employees

5.1.8 Password Reset

5.1.9 Registration Control and Possible Error Messages

5.1.10 Employee Card Dossier

Close Balances

Organization

5.3.1 System initialization

5.3.2 Adjust Salary Type No.

5.3.3 Export images

5.34 Import images

5.35 Changing main language

5.3.6 Date compression

53.7 Generate demo data

5.3.8 Apply phone number formatting

5.3.9 Generatre missing base data

Regulation Fiscal Administration
Bank Account Setup

Allocation Group

Place of work

Time Types

Absence Claim

6.6.1 General
6.6.1.1 Code
6.6.1.2 Description
6.6.1.3 Changement
6.6.1.4 Combination of Limits
6.6.1.5 Direction Supplements

205

205
206
207
207
208
208
208
208
208
209

213
214
214
215

215

216
216
216
216
217
217
218
218
219
220

221

222

223

230

231

232

232
232
232
233
234
234
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6.6.1.6 Calculation Month Claim 235

6.6.1.7 Rounding Type 235

6.6.1.8 Rounding Precision 235

6.6.2 Vacations 236
6.6.2.1 Vacation Claim ST 236

6.6.2.2 Vacation Claim Corr. ST 236

6.6.2.3 Vacation Money 236

6.6.2.4 Limit Type 236

6.6.2.5 Limit from 237

6.6.2.6 Number Type 237

6.6.2.7 Quantity per Year 237

6.6.2.8 Percent 237

6.6.3 Compensation time 238
6.6.3.1 Compensation Time Claim ST 238

6.6.3.2 Compensation Time Claim Corr. ST 238

6.6.3.3 Limit Type 238

6.6.3.4 Limit from 238

6.6.3.5 Number Type 238

6.6.3.6 Quantity per Year 239

6.6.3.7 Percent 239

6.6.4 Holidays 239
6.6.4.1 Holiday Claim ST 239

6.6.4.2 Holiday Claim Corr. ST 239

6.6.4.3 Limite Type 239

6.6.4.4 Limit from 239

6.6.4.5 Number Type 240

6.6.4.6 Quantity per Year 240

6.6.4.7 Percent 240

6.6.5 13th Payday 240
6.6.5.1 13th Payday 240

6.6.5.2 Limite Type 240

6.6.5.3 Limit from 241

6.6.5.4 Number Type 241

6.6.5.5 Quantity per Year 241

6.6.5.6 Percent 241

6.6.6 14th Payday 241
6.6.6.1 14th Payday 241

6.6.6.2 Limite Type 242

6.6.6.3  Limit from 242

6.6.6.4 Number type 243

6.6.6.5 Quantity per Year 243

6.6.6.6 Percent 243

6.7 Open Interface 243
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6.8

6.9 Document Template
6.10 Employee Templates
6.11  social Costs Group
6.12  Additional text

6.13  E-Mail

6.14  salary Journal

6.15  swissSalary User Setup
6.16  Resignation Reason
Raise Salary

7.1 Suggest Raise Salary
7.2 Activate Raise Salary
7.3

Employee Statistic

Raise Salary List

Standard Interfaces

8.1

8.2

8.3

8.4

8.5

8.6

8.7

8.8

8.9

8.10

8.11

GastroSocial
Hospital statistics
Landolt & M&chler
Logib

Offene Schnittstelle
REKA

rexx

SOMED

Sunetplus

swiss+

UKA

243

243

244

245

246

246

247

249

249

250

250

251

252

252

252

252

252

252

252

252

252

252

253
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1 Employee

1.1 Employee Card

1.1.1 General
1.1.1.1 Employee No.

The Employee number can be consecutively granted automatically or manually and can be numeric and/or
alphanumeric.

Each client can be assigned a range of numbers.

If you activate the Default Nos. field, you will be always suggested the next number during the acquisition
of your employees. For manual assignment of a staff number activate the Manual No. field.

1.1.1.2 Title
Titles and letter salutations are stored in this selection field. The list can be extended with your own titles.

The title automatically controls the letter salutation. The Gender field is used to supplement the gender of
your employee. You can translate the title and letter salutation into different languages.

Field name |Description
Code Code field for a title, usually FRAU (MRS) and HERR (MR).
Title Field for a title, usually Frau (Mrs) and Herr (Mr).
Letter There is a placeholder set in the salutation after the text. Placeholder %1 stands for the
Salutation name of the employee.
Examples:
Dear Mrs %1
Dear Mr %1
Gender Selection field F = female or M = male must be assigned once to the correct title code.
1.1.1.3 ID

Input field for initials, abbreviations (max. 10 characters). E.g., HM for Hans Mdiller, etc. (optional field) This
identification is also used for superiors in add-on module EasyRapport.

1.1.1.4 Unmarried Name

The "Unmarried Name" field can be added and maintained here. The field can also be displayed as a column
in the Employee list.

1.1.1.5 Name

Input field for last name(s) (max. 30 characters).
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1.1.1.6 Fist Name
Input field for first name(s) (max. 30 characters).
1.1.1.7 Search Name

A Search Name will be created when the name and surname of the employee has been entered. Search
Name can be changed (not recommended) and thus serve as a sorting key.

Example:
Muller Fritz, search keyword: ~ MULLER FRITZ
Mller Fritz, search keyword: MULLER FRITZ1

Search keywords can be especially useful for foreign nationals with several names and surnames.

TIP:
You can sort data according to this keyword in personnel master data, in personnel list and in many
assessments.

1.1.1.8 Gender

Option field to select the employee's gender: M = male, F = female (required field)
It is not necessary to input gender here if you have already indicated it in the title.
1.1.1.9 Social security No.

The AHV number is the completely anonymous number that does not draw any conclusions about the
holder. It thus corresponds to the current requirements of data protection.

The social security number is divided into three number groups:

Digits 1-3 = country code

Here, this is not the encoding of the nationality but the identification of the issuing country ‘Switzerland'.
Since the increasing mobility of insured is expected in the next few years, the insurance ID cards of the
future generations of pension responders will be possessed by more countries, and it will be of great
benefit for technical implementation that it can be already seen in the insurance numbers that they were
issued by the Swiss social security. Therefore, 756 stands for Switzerland.

Digits 4-12 = Numbering

A total of 9 positions between items 4-12 are available for the numbering of the insured. From the
standpoint of the user's convenience and so as to avoid spelling mistakes, it will be important at issuing to
ensure that the sequence after positions four and eight will be separated by periods, and that the same
numbers are repeated no more than twice and no leading zeros are used.

Digit 13 = Control digit

The implementation of control digit should prevent the usage of the wrong numbers. The system of
control digits has already proven itself in today's social insurance number (11th digit) and other numbering
systems.
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When a new employee is recorded in the personnel card, it will be checked during the input of the social
security No. whether it has been already assigned in the system. Thus, it is impossible that an employee
will be counted twice.

1.1.1.10 Date of Birth

Input field for the date of birth of the employee. Furthermore, you can see the current age in field Age
(working date). (mandatory field)

The age is coupled with the working date. By default, the working date corresponds to the actual date.
The Age field is used also for interesting lists and assessments.

TIP:
Do not put any full stops when entering the date of birth. The example of the input can be as follows:
010809 instead of 01.08.2009 Years before 1800 can no longer be entered.

1.1.1.11 Age

Input field for the date of birth of the employee. Furthermore, you can see the current age in field Age
(working date). (mandatory field)

The age is coupled with the working date. By default, the working date corresponds to the actual date.
The Age field is used also for interesting lists and assessments.

TIP:
Do not put any full stops when entering the date of birth. The example of the input can be as follows:
010809 instead of 01.08.2009 Years before 1800 can no longer be entered.

1.1.1.12 Language Code

The Paycheck can be printed in different languages. If you do not enter a language code, the Paycheck will be printed in
the language of the company. When printing Paycheck, you also have the opportunity to override language codes and
print all Paychecks directly in the language of the company.

Please use Windows standard language codes, such as

DES = German (Switzerland)
DEU = German (Germany)
FRS = French (Switzerland)
FRA = French (France)

ITS = Italian (Switzerland)
ITA = Italian (Italy)

etc.

In order not to overwhelm the user with all Windows languages during language selection, there is a table
listing all translatable languages. This table is automatically populated with Windows languages in

language codes to avoid manual setup. However, the user can add another language at any time.

Language codes in Personnel, etc.:
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Language codes continue to be used in Personnel, supplementary text, etc. with the appropriate translation
then being selected via the Windows language ID of the language code.

1.1.2 Communication
1.1.2.1 Address

1.1.2.1.1 Address

Input field for the employee's home address. Max. 30 characters are allowed to enter here in SwissSalary.
Data fields Address, Address 2, as well as fields ZIP Code/City and ZIP Code/City of Tax Municipality can also
be edited on the timeline.

1.1.2.1.2 Addresse 2

Input field for a possible P.O. box or ‘chalet’ address. This line is usually left blank (max. 30 characters). Data
fields Address, Address 2, as well as fields ZIP Code/City and ZIP Code/City of Tax Municipality can also be
edited on the timeline.

11.2.1.3 ZIP Code

In the ZIP Code/City selection field you can select the employee’s residence. When you do this, the name
of the settlement will be added automatically. The ZIP code is stored in a separate table and can be
periodically downloaded.

The unique municipal number (Federal Statistical Office) must be specified for income tax accounting. The
municipal number is automatically imported during the update of the ZIP code source. In practice, you will
not see the number, because you do not have to manually edit it. The municipal number is currently only
used for IT reports, and possibly also for further evaluations and interfaces in the future.

1.1.2.1.4 City

In the ZIP Code/City selection field you can select the employee’s residence. When you do this, the name
of the settlement will be added automatically. The ZIP code is stored in a separate table and can be
periodically downloaded.

The unique municipal number (Federal Statistical Office) must be specified for income tax accounting. The
municipal number is automatically imported during the update of the ZIP code source. In practice, you will
not see the number, because you do not have to manually edit it. The municipal number is currently only
used for IT reports, and possibly also for further evaluations and interfaces in the future.

1.1.2.1.5 County

Canton abbreviations, e.g., BE, ZH, etc. are already stored by default in the ZIP Codes table and linked to the
specific settlement. When the ZIP code is entered, the name of a settlement and the corresponding canton
are acquired automatically and correctly.

swissdec/ELM notice:
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For employees having foreign residential address, please enter EX = Expatriates in this field. Please do NOT
enter this value in the Canton table, however, insert it directly into field Canton.

1.1.2.1.6 Country Code

The representation of postal address is controlled in the Country Code selection field. By default, CH =
‘blank’ is preconfigured (ZIP Code City, example: 3000 Bern). When a ZIP code (postal code) is entered, the
country code is filled in automatically.

The address format used for printed documents can be specified in the Countries/Regions table.
The following fields are included into the format specifications: Postal code, settlement, and canton. This
field is used to assign a specific address format to a certain country.

Examples:
ZIP code + city = 75020 Paris
City + canton + ZIP code = New York, N.Y. 10475

The country code is set for the input or update of a CH ZIP code automatically and will be required mostly
for the mandatory transmission of annual wage data via ELM. The country code must be selected manually
forinternational addresses.

If the country code is not filled in automatically while entering a CH ZIP code, please update your ZIP code
base.

ATTENTION!
The Country code is frequently confused with nationality. However, the country code only relates to postal
address management and is therefore displayed below the Canton field.

1.1.2.2 Tax Address
1.1.2.2.1 Post Code Tax City

Similar to ZIP code/City. SwissSalary requires this selection box for the exact allocation of the tax district for
the withholding tax. This selection field is filled in automatically after filling the ZIP code/City field.
Corrections in the ZIP code/Tax Community selection field must be made only for border communities
(e.g., postal municipalities in the canton of Bern, tax municipalities in the canton of Solothum, etc.) The IT
tab, field Canton IT refers to this field.

When you change the ZIP code you will be asked in relation to the employees who are liable to Income tax,
whether the income tax canton should also be changed (question of security).

1.1.2.2.2 Tax City

Similar to ZIP code/City. SwissSalary requires this selection box for the exact allocation of the tax district for
the withholding tax. This selection field is filled in automatically after filling the ZIP code/City field.
Corrections in the ZIP code/Tax Community selection field must be made only for border communities
(e.g., postal municipalities in the canton of Bern, tax municipalities in the canton of Solothum, etc.) The IT
tab, field Canton IT refers to this field.

When you change the ZIP code you will be asked in relation to the employees who are liable to Income tax,
whether the income tax canton should also be changed (question of security).
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1.1.2.3 Emall
1.1.2.3.1 Business E-Mail

One company email address can be recorded for each employee.
1.1.2.3.2 Private E-Mail

One private email address can be recorded for each employee.
1.1.2.3.3 Electronic Delivery

The settings on the Employee card only need to be made if it is to be checked whether the e-mail address
with which the employee logs into SwissSalary Direct must match the e-mail address on the personnel card
of the corresponding employee. Checking the match is an additional security criterion and is not
mandatory. This setting can be made directly in SwissSalary Direct in the global settings.

1.1.2.3.4 Suppress SwissSalary Direct Registration Code

If this field is active, the registration code will not be displayed on the payslip. This field can also be
viewed in the pay process list, edited and changed for the desired pay process.

1.1.2.4 Phone

1.1.2.4.1 Business Phone No.

Input field for the employee’s work phone number.
1.1.2.4.2 Private Phone No.

Input field for the employee's personal phone number.
1.1.2.4.3 Private Mobile Phone No.

Input field for the employee's mobile phone number.
1.1.2.4.4 Business Mobile Phone No.

Input field for the employee's work mobile phone number.

1.1.3 Job

1.1.3.1 General

1.1.3.1.1 Posting Group

Selection field for the allocation of the corresponding posting group. (mandatory field)

The posting category is usually available to ALL in SwissSalary. It has to be set for each employee.

If you want to assign individual wage types but for different categories of persons, it certainly makes sense
to form appropriate groups, e.g. Purchasing, Sales, Production, etc. Assignments to individual dimensions
can also be performed via personnel dimensions.
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Of course, you may enter your own, company specific posting group or change the existing ones. All FIBU
account assignments, cost types, and cost centers can be defined differently in the wage type master
based on the posting group.

1.1.3.1.2 Department

Selection field for the allocation of a department to each employee. It makes sense if the company is
arranged in departmental structure. E.g., Purchase Administration, Production, Purchasing, External Sales,
Construction, Civil Engineering, etc.

The field valid from and valid until can be displayed, so it is visible whether the department is still active or
not.

TIP:
Division into departments provides interesting filtering options.

1.1.3.1.2.1 Organigramm

To activate the organization chart, the free Cloud Essentials app must be installed. A validity period can be
specified in the department list if a department is only valid for a certain period. A higher-level department
can also be specified for each department.

Under “Manage supervisors’, a supervisor can be defined for each department, including a validity period.
Several supervisors can also be defined. An organization chart is already displayed when the info box is
opened.

The organization chart can be viewed in detail in the “Department hierarchy” info box (see full view). Various
filters are available in the “Department hierarchy” overview, such as Department, Department depth, Show
employees and Employees per department, to create the desired organization chart.

The organization chart can be exported as an image (PNG format) or PDF. The view of the organization chart
tiles can be customized under "“Department hierarchy settings”. SwissSalary has stored a default that is
restored when “Reset to default” is selected.

Additional lines can be added under “Department fields” and “Fields for employees/supervisors”. A preview
of the organization chart tiles is displayed in the info box, which can also be opened here.

1.1.3.1.3 Working Group

If you use the licensed work calendar, you must register the corresponding work calendar for EACH
employee.

Different work calendars can be set up under Working time calendar. (licensed only)
It can be used only if it has been activated.

Remember to record one working group (working time calendar) for each employee. If you do NOT want
to record any calendar for individual employees (cadres, hourly wage recipients, cleaning personnel, etc.),
enter a ‘blank’ working time calendar, e.g., calendar ‘SPECIAL, etc.
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1.1.3.1.4 Salary Class

Selection field for the allocation of salary class per employee. The recorded salary class will be printed on
the Paycheck. If your company has no wage classes, you can leave this field blank, of course. You can also
record here your own internal salary classes.

Example of wage classes in accordance with LMV BAU:

C = Construction workers
Construction workers without specialized knowledge

B = Construction workers with specialized knowledge

Construction workers with specialized knowledge without construction professional cards promoted by the
employer from wage class C to class B because of good qualifications. In case of a position change to
another construction firm, the workers keep the wage class division B.

A = Construction skilled workers

Skilled construction workers without professional cards, however:

1. with one of the SVK recognized course certificate or

2. expressly recognized by the employer as skilled construction workers. In case of a position change to
another construction firm, the workers keep the wage class division A or

3. with one of the SVK as not to wage class division Q recognized foreign certificate of proficiency.

Q = Qualified skilled construction workers

Skilled construction workers like bricklayers, transport route builders (road builders), etc., with a SVK
recognized professional certificate (Swiss certificate or equivalent foreign certificate of proficiency) and at
least three years of experience on construction sites (professional training time counts as work).

V = Foreman
Skilled construction workers who graduated from a SVK recognized foreman school with success or are
appointed by the employer as foremen.

Assign base wage

Base wages can be assigned automatically (in accordance with the cantonal requirements or corresponding GAV
guidelines). To do this, you need to open the Salary class’and the Salary Step’in tab Job" and set the new
field ‘Assign base salary’to ‘automatically’. With this function a possible base salary is immediately assigned
to the employee.

Example:

The employee is switched from salary class A to wage class B and remains in the salary Step A12. SwissSalary
checks if a corresponding base salary is recorded in the base salary matrix and immediately increases the
value in the ‘Salary Amount’ field for the given employee, provided that the ‘Assign base salary’ value for
wage class B and wage level A12 was set to ‘automatically’.

Any additional wage component operations or rounding's can be carried out manually right in the ‘Salary
Amount’ field.

The new base salary can be imported in the ‘Base salary’ table using an Excel spreadsheet and assigned to
the employee with a push of the button.
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1.1.3.1.5 Salary Step
In addition to the wage class, the salary step can be also recorded.

The wage classes A, B, C, Q, V, etc. are known in LMV BAU. There are also so-called zones (regions) RED, BLUE
and GREEN,

The corresponding base wage in accordance with appendix 9 LMV BAU will be identified per wage class
and zone (wage level).

A base salay matrix is at your disposal in the SwissSalary settings to make this checking automatic.
INFO: The base wage matrix can be created only by employees who have relevant user rights.

The base wage matrix can be found in SwissSalary under Setup -> Base salary. The matrix runs on a time axis,
i.e. the recorded amounts are valid from the Date from. The base salary are archived. If you click on an
amount and open the column, you can see the details to it. After every change of the amount in the
monthly salary or hourly salary in the Employee card, the base salary will be checked. If the amount
recorded is less than the base salary, a corresponding message will appear (note only, NO error message =
no termination).

Of course, we have developed a special assessment for the review.

In NON-construction area the salary step will be used for each payment level according to the rules of
employment. E.g., the L-GAV is also familiar with such minimum salarys.

Assign base wage

Base salary can be assigned automatically (in accordance with the cantonal requirements or corresponding GAV
guidelines). To do this, you need to open the Salary class’and the Salary Step’in tab "Job’ and set the new
field ‘Assign base wage’to ‘automatically’. With this function a possible base wage is immediately assigned
to the employee.

Example:

The employee is switched from salary class A to salary class B and remains in the salary step A12. SwissSalary
checks if a corresponding base salary is recorded in the base salary matrix and immediately increases the
value in the ‘Salary amount’ field for the given employee, provided that the 'Assign base salary’ value for
salary class B and salary step A12 was set to ‘automatically’.

Any additional salary component operations or roundings can be carried out manually right in the ‘Salary
Amount' field.

The new base salarys can be imported in the ‘Base salary’ table using an Excel spreadsheet and assigned to
the employee with a push of the button.

1.1.3.1.6 Function

Selection field used to submit current function of the employee within the company.

Example:
100 Foreman
110 Master

120 Supervisor
150 Team leader
157 Team leader Q
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152 Team leader A
160 Mason
etc.

Of course, the code may have alphabetical order.

According to the Logib guidelines, “Unit Competence Level” should also be used or transferred in addition
to the role.

[t must be assigned per role in the “Fonction” table (Job/Fonction/Fonction table — the “Occupational
competence level” column may also need to be displayed here).

You can use the default options below:

«1 - Most demanding and difficult work

-2 - Independent and qualified work

-3 - Professional and technical knowledge required
+4 - Simple and/or repetitive activities

more infos here: Logib Module 1 | Standard-Interface (swisssalary.ch)

The functions are not managed per database, but per client (Payroll Setup-> Setup-> Company group)

1.1.3.1.7 Profession

Input field for the employee’s first profession. Current profession is entered in the Function field.

1.1.3.1.8 Place of work

You can find more information here 2l

1.1.3.1.9 Nationality
Selection field for the input of the nationality of the employee (mandatory field).

It is always necessary to enter a nationality, even for the Swiss = CH.

For an unknown nationality, please enter the value 11, for stateless employees enter the value 21. This code
is used in the electronic transmission via ELM (Unified Payroll Reporting Procedure) and is mandatory.
Nationality country code must be two-digit.

NOTE:
Please use only the official 2-digit code according to ISO code 3166-2 while creating new or changing the
existing country codes.

1.1.3.1.10 Allocation Group
The selection field for the company specific allocation group (required field).

A pay process/DTA is performed per allocation group. We recommend making as few allocation group as
possible.

Examples:
Code Description
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EW Executive wage
MW Monthly wage
HW Hourly wage

For smaller companies that only run 1 pay process per month, a single Allocation Group is sufficient. For
example, ALL = All employees

Owing to the creation of allocation group, you can define the access rights of your staff more precisely. You
may decide in the User section whether an employee should see all employees (no filter) or only the
employees in the MW allocation group.

You can find more information herel 3.

1.1.3.1.11 Blocked

If you place a check markin the Job tab in the Blocked field, the whole Employee card is set to inactive, i.e.
the appropriate Employee card is not taken into account during the wage statement process (neither
down-payment nor a full pay process).

Example:

Staff resignation during a month

If an employee resigns during the month and you use a separate pay process for accounting (including
payout and wage posting), put a check mark in the Blocked field, so that this employee will not be
considered again during a regular pay process at the end of the month.

NOTE:

This is NOT a resignation! After you remove the check mark, the current amounts as well as the
extrapolation bases of ALV, UVG and BVG will be paid off/loaded during the next pay process; consequently,
all credits (wage components, expenses, etc.) as well as family allowances must be entered manually!

1.1.3.2 Employment
1.1.3.2.1 Employment Date
The input field for the employee’s first Employment Date at your company (required field)

Re-recruitments are updated in the Recruitment Date Payroll Accounting field. Field Entry date cannot be
changed later, not even after re-entry.

1.1.3.2.2 Resignation Date

Entry field for the resignation date of your employees. With the input of the resignation date, all salary
related assessments will be completed.

Always set the correct resignation date!

ALWAYS record the correct date of resignation at the time of Payroll processing. Based on the date of
resignation, all extrapolation bases for the ALV, UVG and income tax pro rata temporis will be calculated
correctly. Moreover, with the use of the date of resignation automatic calculations and payments of the
13th Payday, holiday pay (hourly wage) and reduction of the holiday credit balance will also be made. This
resignation date is also decisive for the year-end statements, for the salary certificate, as well as the deadline
for the unified salary report via ELM.
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If the resignation date at the time of Payroll process was NOT set correctly or not set at all, all the
assessments by the end of the year as well as calculations of leaving payment days will be faulty.

Important note on additional payments

If you still have to pay benefits for an employee after his/her resignation from the company, you must
NEVER remove the resignation date in no case. Otherwise, the SwissSalary will recognize it as a normal
salary payment (active period). l.e. the leaving date remains unchanged for additional payments of any
benefits (e.g., bonus, remaining hours payments, etc.), which are clearly related to the previous
employment period.

Re-recruitment

In the case of an actual re-recruitment, you remove at first the resignation date and set the correct re-
recruitment date afterwards in the Employment Date for Payroll field. The Employment Date field remains
unchanged.

The Date of Resignation field is one of the most important fields in SwissSalary. Using this field will not only
limit the duration of employment, but also will initiate many automatic operations. Thus, for example, the
monthly wage will be reduced pro rata temporis, the holiday credit balances will be calculated correctly,
any wage items can be corrected on request, etc.

1.1.3.2.3 Employment Date for Payroll

Input field for the employee’s re-recruitment date in the company. This date is similar to the Recruitment
date at the initial recording of the employee, but can also differ from it (re-recruitment date). The input field
is required. Furthermore, it controls all wage relevant calculations and assessments.

TIP:
If an employee is re-recruited at the company, you should delete the Resignation date first and then input
the new re-recruitment date in the Employment Date for Payroll field.

IMPORTANT:

Always make sure that you have set the correct recruitment date and the date of resignation at the time of
wage processing. Otherwise, the calculation of the social insurance bases, e.g., ALV and UVG will be
incorrect!

When you enter the re-recruitment date in the Recruitment Date Payroll Accounting field, an additional
verification is carried out to ensure that a correct resignation date was logged. Without this feature, NO re-
recruitment date can be recorded. If the resignation date is not logged in exceptional cases, you can
set/correct it manually for Employee in the Employee card -> Pay Process List -> column Resignation.

This process has NO influence on the calculation at resignation anymore, because it was processed before.

1.1.3.2.4 Employment Date BVG

Input field for the first entitlement of the employee to occupational benefits of your company.

1.1.3.2.5 Calculation Date BVG

The input field that includes the calculation date of the occupational pensions (2. pillar) is filled in. This
date is updated in accordance with any change of wage (fictitious BV wage basis), percent by position and
the work ability percentage, as well as a re-recruitment at the company.
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The chronologically correct BVG calculation is performed starting from this date provided that your
company allows to calculate the BVG amounts not on the basis of monthly fixed amounts in the portions of
wage, but in terms of percentage. The Calculation BVG date is handled differently according to the BVG
rules of your insurer. Some insurers require that the backdated calculation of the BVG limits must be made
only by 1 January of the year. Others calculate the BVG at each change in the wage.

1.1.3.2.6 Resignation Date BVG

Input field for the acquisition of the employee’s BVG resignation date. As soon as an employee resigns
form the company, the payroll accounting resignation date will also be automatically inserted in the BV
resignation date field.

The BV resignation date is used to set, for example:

Uthe reached statutory retirement age,
Qactual resignation from the company,
Uetc.

The BV resignation date may even differ from the resignation date of payroll accounting if, for example,
the resignation follows the middle of the month, however, the percentage of BVG premium should be
deducted until the end of month.

1.1.3.2.7 Years Employed

At the beginning of SwissSalary the employee years of service are once recorded manually (unknown history). The
service years can be company specific very differently calculated.

In SwissSalary you can calculate the service years in 2 ways:
O Statement Period
U Employment Date Period

What is the difference?

Using the method of Statement Period, for the examination of the service years the periods from 01.01. -
31.12 of the year will be consolidated. There is no recalculation of the actual entry date.

With the Employment Date Period method, on the other hand, the calculation will be always based on
the first recruitment date, i.e. even if there is a re-recruitment, the first recruitment date will be always taken
into account.

The methods used in your company must be clarified at the first start of SwissSalary. A subsequent change
will cause a subsequent laborious manual after-corrections.

How will the years of service be increased?

During the Post wage process, they will be increased each time in the Date to up to a month and also will
be checked whether on the basis of the adjustment in the setup one year of service may be already
awarded.

Can the table of service years be completed manually?
If you want to add to the service years the actual periods of service, you can easily do this by creating a new
record and manually adding the values in columns Date from / Date to.

Can the table of service years be somehow controlled?
Yes. You will find the corresponding evaluation under the Year of Service report.
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Field name |Description / Example

Date from  |The initial entry date of the employee is registered in column Date from. During the
ongoing operation, the date of each new calculation period is added to this field.

Date to In each case the last posting date, and possibly employee's leaving date appears in column
Date until.

Year of Column Year of service shows the number of years of service. This column can be changed

service manually. This means that this column does not display the calculated value of years of
service.

Number of |Column Year of service shows the number of years of service calculated by SwissSalary. This
periods column CANNOT be changed manually.

Comments |In field Comments you can enter max. 50 characters and information on calculating years of
service. This field is useful to describe previous calculation periods or interruptions.

1.1.3.2.8 Resignation Reason

There is the Reason for Resignation table in human resources (PIS). However, HR are not used by all
customers or are not licensed to all customers. For this reason, we have created the Reason for Resignation
table in SwissSalary ourselves. This can be configured in SwissSalary administration. The field can be found
in the Personnel card under tab Job.

You can define the reasons for resignation yourself using a code and a comment text. You can also
configure in the table whether or not the selected reason for resignation may be included in the
calculation of personnel turnover. In addition, the reason for resignation from the company is removed if
the resignation date is deleted.

1.1.3.3 Work Permit
1.1.3.3.1 Work Permit

Entry of the residence permit according to the swissdec guidelines.

1.1.3.3.2 Permit valid from

Input field for the acquisition of the employee's Provision from the date of employee's residence permit.
(optional field)

1.1.3.3.3 Permit valid to

Input field for the acquisition of the employee's Provision until the date of employee's residence permit.
(optional field)

1.1.3.3.4 SIMIC No.

Record field for the SIMIC No. (the Central Migration Information System (SIMIC))
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1.1.3.3.5 County Ref. No.

The Cantonal reference number is an 11-digit alphanumerical field, where the two first characters are
from the vehicle license plates. The other 9 digits can be set individually by the canton (optional field).

So to say, the Cantonal reference number is NOT a unique identifier. In many cantons, it is used as a family
or file number, so to speak.

1.1.4 Salary
1.1.4.1 Salary Code

The Salary Code option field controls the permission controlling the wage type available for certain Salary
code. Among the choices are:

WSalary (for example, for Board fee recipients who do not receive a regular wage)
UWMonthly wages (a wage type must be stored for this wage code)

UHourly wages (the wage type is retrieved here automatically)

UPiecework

WMonthly Wages LMV

These Salary codes serve to provide textual distinction of different disbursement types. Normally, the
Salary codes of monthly wage and hourly wage are used.

These codes are additionally used for setting Work Calendar. Using the respective wage code, different
settings can be made for each Work Calendar with regard to automatic over-/undertime calculation.

1.1.4.2 Salary Type No.

The corresponding monthly salary type (e.g., ST 1100) must be selected in the Salary type selection field for
a monthly wage recipient. The Salary type controls the input in the Salary Amount field as monthly gross
salary. If you leave field Salary type blank, SwissSalary starts from an hourly wage recipient automatically.
During the Payroll process SwissSalary takes into account tab “Salary” and analyzes whether a salary type has
been set or not. If so, the amount is automatically entered into the Salary Amount field as gross salary.

IMPORTANT NOTE:

If you DO NOT enter a wage type for a monthly wage recipient in this field, the monthly wage cannot be
paid!

Hourly wage recipient = DO NOT ENTER SALARY TYPE!

1.1.4.3 Salary Amount

Input field for the acquisition of 100% of gross salary (including part-time employees). The percentage for
a part-time employee who receives a monthly wage is entered in the Employment % field.

If you have entered the monthly wage type in the Salary type field, SwissSalary automatically defines it as a
monthly wage (the Salary amount field is highlighted with blue). If no salary type has been entered,
SwissSalary starts a calculation from an individual hourly rate (see the Wage rate field).

If you change the amount in theSalary amount, you will be automatically asked whether the fictitious BV
wage base should be updated accordingly. If the answer is 'yes’, you will be additionally asked when the
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changed BV calculation date should be activated. If you have not answered the questions properly and
want to correct the entries later, you can do it manually in fields BV Calculation Date and Fictitious BV Wage.

NOTE:
This question appears as long as the Wage subject to BV field is set to fictitious. Otherwise, the BV wage
basis is calculated according to the effective reported wage.

TimeMachine |Timeline in the Area of Wages

This way, for example, you can record changes in wages made by trainees and/or record sample wages in
the future by clicking the 3 dots. TimeMachine will open. You enter new wages, wage rates or percents by
position with the 'Valid from' date on the left side. The History on the right side displays the historically
recorded wages already accounted for.

Of course, the timeline covers both the future and the past. For example, if you make a retroactive wage
adjustment, enter the corresponding date in the 'Valid from' date field, and the new value in the field.
SwissSalary will calculate the correction and subsequent charges automatically (similar to WT calculation in
case of retroactive corrections).

TimeMachine also works in case of changes during the month, e.g. when changing the trainees' wage
during the month. You can also make multiple entries for the future.

1.1.4.4 Monthly Part

Input field for entering the monthly parts (monthly working time, e.g,, 176h = 21.7 days multiply by 8,1h).

When the gross salary is entered in the Salary Amount field, it will be divided by the number of monthly
parts. The result is displayed in the Wage Rate field (hourly rate).

If you change the monthly divider for an hourly wage recipient, you will be automatically asked whether
the fictitious BV wage base should be updated accordingly. If the answer is 'yes’, you will be additionally
asked when the changed BV calculation date should be activated. If you have not answered the questions
properly and want to correct the entries later, you can do it manually in fields BV Calculation Date and
Fictitious BV Wage.

NOTE:
This question appears as long as the Wage subject to BV field is set to fictitious. Otherwise, the BV wage
basis is calculated according to the effective reported wage.

1.1.4.5 Salary Rate

The salary rate for monthly wage recipients is calculated on the basis of gross wage in the Wage Rate
Amount field and divided by the number of monthly hours in the Monthly divider field.

The input is slightly different for hourly wage recipients:

Upon the input of the Monthly divider and the corresponding hourly wage in the Salary rate field, the
gross wage (fictitious) is calculated in the Wage Rate Amount field. The Salary rate field is then highlighted
with blue color.

The Wage rate amount field for hourly wage recipients is used, for example, as a comparison option for
monthly wage recipients. In addition, both amounts will be displayed on various assessments like Pay rise
list.
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If you change the Salary rate for an hourly wage recipient, you will be automatically asked whether the
fictitious BV wage base should be updated accordingly. If the answer is 'yes’, you will be additionally asked
when the changed BV calculation date should be activated. If you have not answered the questions
properly and want to correct the entries later, you can do it manually in fields BV Calculation Date and
Fictitious BV Wage.

TimeMachine |Timeline in the Area of Wages

This way, for example, you can record changes in wages made by trainees and/or record sample wages in
the future by clicking the 3 dots. TimeMachine will open. You enter new salary, wage rates or percents by
position with the 'Valid from' date on the left side. The History on the right side displays the historically
recorded wages already accounted for.

Of course, the timeline covers both the future and the past. For example, if you make a retroactive wage
adjustment, enter the corresponding date in the 'Valid from' date field, and the new value in the field.
SwissSalary will calculate the correction and subsequent charges automatically (similar to IT calculation in
case of retroactive corrections).

TimeMachine also works in case of changes during the month, e.g. when changing the trainees' wage
during the month. You can also make multiple entries for the future.

1.1.4.6 External Charging Rate

Similar to Salary rate. This hourly rate is transferred directly to the ARGE module (working groups) and can
be further processed there accordingly. You can change this wage rate for the ARGE in the External
charging field.

You may also enter further ARGE hourly rates per cost center and employee under Re-invoicing. These
rates override the rate of the External charging field.

In addition, when data is entered in the Report journal, the specified ARGE wage rates can be overwritten
in the ‘External charging rate’ field.

1.1.4.7 Internal Charging Rate (Cost accounting)

Similar to Wage rate. This hourly rate is transferred directly to the Cost Accounting module (CA) and can be
further processed there accordingly. You can change this salary rate for cost accounting in field Internal
charging.

You may also enter further CA hourly rates per cost center and employee under Re-invoicing. These rates
override the rate of the Internal charging field.

In addition, when data is entered in the Report journal, the specified CA wage rates can be overwritten in
the ‘Internal charging rate’ field.

1.1.4.8 Employment %

Input field for Employment % per employee. This input controls the percentage of monthly wage
payment and the adjustment of target time in the working time calendar.
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If you change Empoyment % for an employee, you will be automatically asked whether the fictitious BV
wage base should be updated accordingly. If the answer is ‘yes’, you will be additionally asked when the
changed BV calculation date should be activated. If you have not answered the questions properly and
want to correct the entries later, you can do it manually in fields BV Calculation Date and Fictitious BV Wage.

NOTE:

Please ALWAYS enter 100% of the monthly wage entitlement in the Wage Rate Amount field. By means of
the adjustment of Employment %, the monthly wage of x percents by position is calculated automatically
during the wage accounting process.

TimeMachine |Timeline in the Area of Wages

This way, for example, you can record changes in wages made by trainees and/or record sample wages in
the future by clicking the 3 dots. TimeMachine will open. You enter new wages, wage rates or percents by
position with the 'Valid from' date on the left side. The History on the right side displays the historically
recorded wages already accounted for.

Of course, the timeline covers both the future and the past. For example, if you make a retroactive wage
adjustment, enter the corresponding date in the 'Valid from' date field, and the new value in the field.
SwissSalary will calculate the correction and subsequent charges automatically (similar to IT calculation in
case of retroactive corrections).

TimeMachine also works in case of changes during the month, e.g. when changing the trainees' wage
during the month. You can also make multiple entries for the future.

1.1.4.9 Salary Amount by Employment %

Shows the Salary rate amount adjusted to the percents by position.

1.1.4.10 Installment Amount

You may carry out more salary payments for the same employee per month with the help of SwissSalary. If
you work with the Installment procedure (recurring / different payments), the corresponding payment
will be entered in field Installment Amount. This amount can be scrutinized in the Down-payment Valid
until field.

Using the calculate recurring down-payment process (recommended to perform every month), you can
calculate the Installment Amount for all or individual employees automatically. This suggestion can be
then reviewed manually in filed Installment Amount.

The Installment procedure will be described in detail in the wage accounting process.

1.1.4.11 Keep Installment Amount
Only concerns the customers who use the Installment Amount procedure!

The Calculate recurring down-payment process should be performed every month for all new employees.
Only this way it may be guaranteed that all changes (new wages, new deductions, new expenses, etc.) are
calculated correctly. If an employee is always paid the same recurring down-payment and this should not
be changed through the calculation process, it can be defined per employee in the Keep Installment
Amount field (check the box). This amount will remain fixed until the check mark is removed.
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Most customers calculate the Installment Amount for employees (Calculate recurring down-payment)
every month (recommended). In special cases, the Installment Amount of an employee may not be
considered in this recalculation. You can now fix the amount of recurring down-payment using a check
mark (not exceeding the amount). l.e,, this employee will not be taken into account during the calculation
of the Installment Amount. This approach is recommended, for example, for employees with unknown
absences or for employees who wish to receive the same amount of the recurring down-payment.

The recurring down-payment will remain unchanged until you remove the check mark.

1.1.4.12 Currency Code

Define the employee’s foreign currency by entering/selecting the currency code. If a currency code is
assigned to the employee, all existing portions of wage and journal rows are also provided with the foreign
currency.

Foreign currency is set up in the Financial Management module.

1.1.4.13 Absence Claim

The whole controlling of the holiday entitlements per year, holiday pay in percentage, compensation
time per year, and the holidays in percentage will be completely and automatically processed through
the table Absence Claim.

The entries mean:

from age of 0 until completed age of 20 = 30 days
until completed age of 50 = 25 days

from completed age of 50 - ? =30 days

Of course, these entitlements can be higher depending upon the company.

So that the Absence Claim can be properly calculated pro rata automatically, you need to record also the
corresponding entitlement and correction salary types in the affected tabs.

IMPORTANT INFORMATION:

- You do not have to record manual entitlements or corrections for new employees. The Absence Claim
calculation and correction is done for the recruitment month automatically.

You do not need to make any other settings. Once you have inserted the entitlements and correction salary
types, the calculation is done automatically.

- The calculation makes sense mainly for holidays, possibly also for the compensation time. The holidays are
used in hourly wages for holiday compensation and have no significant impact on the monthly wages.

Similar to the automatic reduction of refunding of absences in the admission month recruitment
during the year, the same refunding of absences (holidays, compensation time, etc.) will be also
automatically reduced pro rata for the Absence Claim during the year.

As always, the correct resignation date in the Employee card must be recorded at the time of accounting
(Payroll process)!

- The corrections are NOT seen in the Payroll Journal, but will be automatically written in Salary Entry during
the Payroll process.
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- Manual holiday corrections can be still used if, e.g., you want to include any other credit balances to the
holiday credit balance (please refer to the legal provisions).

- The remaining holiday credit balance will not be automatically paid at the time of withdrawal. The
payment must be manually made in the Payroll Journal.

You can find more information here/ 2z,

1.1.4.14 Social Costs Group

You can find more information here[ sl

1.1.4.15 AHV Minus Salary Notification Date

There is a field in the Employee card: "AHV Minus Salary Notification Date”. If there is an negative wage in
the current year, a date must be entered here by when the employer will clarify with the AHV
compensation office the way the distribution over previous years should be carried out. By default, this field
is not displayed in the Employee card, since the following constellation rarely occurs. If required, the field
must be displayed via “Personalize” or “Customize this page”.

Excerpt from the Swissdec 5.0 guidelines:

The settlement of an insurance benefit for the previous year and the settlement year in connection with a
resignation results in a negative AHV wage.

Due to this constellation, a negative AHV wage is submitted to the compensation office with the annual
report. Negative posting to the individual account (IK) of the person concerned is not possible and a correct
distribution of the insurance benefit over the corresponding years is only possible after consultation with
the company.

1.1.4.16 New salary

In this input field you can acquire the newly arranged Salary amount (monthly wage) of the employees for
pay rise. The entry does not trigger any direct action.

You can calculate the new wage (offer) under Offer pay rise. Of course, you may manually revise the offerin
this field again.

1.1.4.17 Raise salary individually

In this entry field you record the employee's individual (different per employee), new salary amount
(monthly wage) for pay rise. The entry does not trigger any direct action.

The functionality of the pay rise has increased steadily in recent years.

You can calculate standard pay rise suggestion via Offer pay rise. Of course, this increase suggestion can be
repeated several times. It is possible to make pay rise using percentage, amounts and/or base wage
increases. Of course, filter criteria are available as usual. Once you post the suggestion, it appears in the
wage tab in the Personnel card in the New salary field.

You can then print Pay Rise Lists assessment and give these filtered lists to the supervisors for wage and
qualifications discussions. In this evaluation there is a place for the supervisor's entry of the individual pay
rise.

Seite 40



You will then receive these assessments revised by superiors back. You can now make the necessary
corrections per employee in tab “Wage” (New salary + Raise salary individually).

Once all work is completed, the new wages can be activated using the Activate pay rise batch method
after the last pay process in December. Then the pay rise procedure will be completed.

As described above, there is a new option to record individual pay rises per employee, besides uniform,
automated pay rises. For this purpose, the whole area of pay rise was redesigned in tab "Wage".

1.1.5 BVG
1.1.5.1 BVG Code

The BVG code option field is used to enter first of all insurance status of the employee in the occupational
pensions (2nd column).

You can select one of the following criteria:

Wunisured = uninsured persons

UPremium % employer+employee = premium share (employee deductions and employer provisions)
will be divided in percentage between the employee and the employer (equally)

UPremium % employer = premium share (employee deductions and employer provisions) will be fully
reimbursed by the employer

UFixed contribution = BVG premium will be calculated by the insurer not as a percentage, but as a fixed
deduction/provision and reported in January/February to the company (entered under Portions of wage)
If you do not get the BVG deductions/provisions calculated as a percentage (fictitious or actual), you can
leave the entries in fields Primary BVG, Secondary BVG, etc. empty.

1.1.5.2 Primary BVG

You can parametrize and add to SwissSalary up to four different BVG insurance plans for the employee
(e.g., risk, retirement credit, supplementary insurance, company-specific management insurance, etc.)
Owing to the detailed adjustments in payroll master data (age table, limit amounts, etc.), SwissSalary may
automatically recognize during the Payroll Process what plans must be taken into account. For example, the
pension credit plan can be assigned to an employee at the age of 20, although, the calculation starts only
from the age of 25.

Enter the first insurance plan of the employee (e.g., risk insurance) in Primary BVG selection field.
Company-specific settings are adjusted under Payroll Setup -> tab BVG.

1.1.5.3 Second BVG

You can parameterize and add to SwissSalary up to four different BVG insurance plans for the employee
(e.g., risk, retirement credit, supplementary insurance, company-specific management insurance, etc.)
Owing to the detailed adjustments in payroll master data (age table, limit amounts, etc.), SwissSalary may
automatically recognize during the wage accounting process what plans must be taken into account. For
example, the pension credit plan can be assigned to an employee at the age of 20, although, the
calculation starts only from the age of 25.
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Enter the second insurance plan of the employee (e.g., retirement credit) in Second BVG selection field.
Company-specific settings are adjusted under Payroll Setup -> tab BVG.

1.1.5.4 Tertiary BVG

You can parameterize and add to SwissSalary up to four different BVG insurance plans for the employee
(e.g., risk, retirement credit, supplementary insurance, company-specific management insurance, etc.)
Owing to the detailed adjustments in payroll master data (age table, limit amounts, etc.), SwissSalary may
automatically recognize during the wage accounting process what plans must be taken into account. For
example, the pension credit plan can be assigned to an employee at the age of 20, although, the
calculation starts only from the age of 25.

Enter the third insurance plan of the employee (e.g., supplementary/management insurance) in Tertiary
BVG selection field. Company-specific settings are adjusted under Payroll Setup -> tab BVG.

1.1.5.5 Quarternary BVG

You can parameterize and add to SwissSalary up to four different BVG insurance plans for the employee
(e.g., risk, retirement credit, supplementary insurance, company-specific management insurance, etc.)
Owing to the detailed adjustments in payroll master data (age table, limit amounts, etc.), SwissSalary may
automatically recognize during the wage accounting process what plans must be taken into account. For
example, the pension credit plan can be assigned to an employee at the age of 20, although, the
calculation starts only from the age of 25.

Enter the fourth insurance plan of the employee (e.g., supplementary/management insurance) in
Quarternary BVG selection field. Company-specific settings are adjusted under Payroll Setup -> tab BVG.

1.1.5.6 Fit for Work %

The following description concerns only the companies that 1. calculate BVG amounts fictitiously (no
fixed amounts or actually calculated bases) and 2. reduce the wage subject to BVG according to (partial)
capacity for work,

The Work ability % field is now in the ‘BVG' tab and can be displayed in the ‘Info’ tab as before. By default,
this value is set to 100%. The percentage may be adjusted to a full or partial BVG social security
contributions accordingly. The wage subject to BVG is mutated accordingly.

If you change the percentage, the following massage appears: ‘Should the newly calculated BVG wage be
fictitiously updated?’

1.1.5.7 Fictive Salary BVG

Field Fictive Salary BVG includes Fictitious BVG annual income. The individual BVG employee
deductions and BVG employer provisions are calculated based on this BVG annual wage. By changing the
fields Wage Rate Amount, Monthly Parts, Wage Rate, Work ability % or Percents by position, the fictitious
Salary BVG per BVG calculation date will be recalculated, if you choose to. The BVG annual income is
calculated according to the wage master data (13 x or 12 x gross wage; under or without consideration of
the percents by position). Of course, this field can be also changed manually (e.g., manual adjustment with
other portions of wage subject to BVG).
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The Fictive Salary BVG is taken into account now during the Wage Accounting process. This BVG annual
income is divided by 12 months (monthly basis) and then is calculated using adjustments made in the
Payroll Setup with the current BVG maximum and minimum limits. Thus, the coordinated monthly
amount calculated with this process, serves as a base for the current calculation of individual insurance
plans (risk, age, etc.).

1.1.5.8 BVG Salary Type

You may choose in the Wage subject to BVG option field whether the BVG annual wage should be
calculated based on the fictitious wage amount (the Fictitious BVG Wage filed) or based on the actual
amount, e.g., reported BVG wage amount (wage types subject to BVG).

As arule, the BVG annual wage amount is defined at the beginning of the year and cannot be changed
during the year, unless the employee gets a pay rise (depending on the insurer's BVG contract). These
companies set the value in the Wage subject to BVG field focusing on fictitious value. Thus, the value will
be always calculated in the Fictive Salary BVG.

If the BVG annual wage amount should be recalculated monthly together with the wage types subject to
BVG, please set the effective value here. This procedure is often applied to employees with an irregular,
monthly income (hourly rate) or to the L-GAV.

1.1.5.9 Disability

For employees with a part-time employment and IV pension, please enter the proportion of IV pension in
this field. The three limit amounts (minimum annual wage, coordination deduction, and upper limit of the
annual wage) will be reduced for such employees automatically.

This description applies only to companies that calculate the BVG amounts in percentage (fictitious or
actual) and do not work with fixed amounts (portions of wage).

1.1.6 Private
1.1.6.1 Place of Origin

This input field is used to enter the Place of origin of the employee (optional field).

1.1.6.2 Place of Birth

This input field is used to enter the birthplace of the employee. The registration is optional for German and
French cross-border workers and mandatory for Italian cross-border workers.

1.1.6.3 Religious Belief

It is important for submitting a report of a new gsP (withholding tax payer) via ELM to report the correct
denomination. Depending on the canton, this information is mandatory, others may not receive this
information. The distributor of the swissdec decides upon receipt of the ELM notification what information
must be reported and to which cantons. The religious denomination should only be maintained for WTP
and obligatorily at the moment of submission only (month of entry). Religious denomination is not
mandatory for monthly WT accounting reports.
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The denomination is required when the gsP (person subject to withholding tax) is registered for the first
time, and can then be changed back to ‘Other/None’, if necessary.

The following denominations are available (in this order):

Other/None

Buddhist

Catholic Christian (gsP)
Orthodox Christian
Protestant Evangelic (gsP)
Islamic

Jewish (gsP)

New Apostolic

No confession of faith
Roman Catholic (gsP)
Jehovah's Witnesses

o000 oo

1.1.6.4 Private health insurance
In this selection field you can select private health insurance (basic insurance) of the employee.
1.1.6.5 Employment Type

The gSP occupation is queried in this option field. ‘Main Job' is always pulled as the default value. You can
change the value to ‘Side Job'.

1.1.6.6 Other Activities

If your employee is engaged in other occupation, then choose one of the following options:
U ‘blank’ = no entry (default value)

U in Switzerland

U abroad

U in Switzerland and abroad

1.1.6.7 Annuity

If your employee receives a pension, then choose one of the following options:
U no annuity (default value)

U annuity

1.1.6.8 Military Degree

This input field is used to enter the employee’s military rank.

General:

Military Department | This input field is used to enter the employee’s military department.

Military Degree This input field is used to enter the employee’s military degree.

Place of This input field is used to enter the employee’s recruitment place.
Recruitment
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Military Service from | This input field is used to enter the employee’s beginning of the last military
service.

Military Service to | This input field is used to enter the employee’s end of the last military service.

1.1.6.9 Marital Information
1.1.6.9.1 Marital Satus

Please enter in this option field the correct marital status of the employee (mandatory field). Marital status is
required for uniform data transmission via ELM for LSE statistics (wage structure survey by the Federal
Statistical Office).

single

married

living apart

divorced

widowed

unknown

Registered partnership

Dissolved partnership

Partnership dissolved with death

Partnership dissolved through official declaration of disappearance

o000 000o

1.1.6.9.2 Place of Marriage

This input field is used to enter the employee’s birthplace.

1.1.6.9.3 Date of Marriage

This input field is used to enter the employee’s marriage date. This information is often required by offices
for all applications.

1.1.6.9.4 Date of Divorce

This input field is used to enter the employee’s date of divorce. This information is often required by offices
for all applications (e.g., splitting in BVQ).

1.1.6.9.5 Concubinage

The question of cohabitation should be declared for the employees subject to income tax that are single,
divorced, separated, widowed, or in court, with dissolved partnership because of death or by declaration of
disappearance and have children eligible for IT deductions or live together with children. You can use the
following options:

U Unknown (default value)

U No

U Yes
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1.1.6.9.6 Semi Families

Half-family information is required on the Employee card for correct transmission of the IT message.

If a IT tariff is selected, the selection must be made in the Semi Families field. The selection is based on the
Swissdec guidelines. Likewise, if applicable, the selection for cohabitation can be set to yes. In this case, a
selection must also be made for the half-family.

Inclusion in the transmission of the IT takes place after implementation and certification according to
Swissdec 5.0.

To support you in checking the tariff classification, we have posted help under Semi Families FAQ.

1.1.6.9.7 Single Parent

Single parent field is the field that was required by the swissdec certification authority. Please select the
corresponding employee using the check box.

1.1.6.10 Partner
1.1.6.10.1 First Name

Further information about life partners is collected for gsP persons with marital status “married” and
“registered partnership” whose life partneris also employed in Switzerland. Partner's first name is
displayed right in the Employee card. By clicking the assist button (..), you will go to subtables and see
further information about the partner.

This input field is used to enter the partner’s first name.

General:
Name This input field is used to enter the partner’s last name.
First Name This input field is used to enter the partner’s first name.

Social security [If the gsP is married and the partner works in Switzerland, the Swiss social security number
No. of the life partneris needed.

Profession This input field is used to enter the employee partner's profession.

Date of birth | This input field is used to enter the partner's date of birth.

Address This input field is used to enter the partner's address.

Nationality This input field is used to enter the partner’s nationality (ISO code 3166-2).
Gender This input field is used to enter the partner's gender.

Job:

Work Payment Type Enter the partner's income:

Option value for the life partner's income situation
U ‘blank’ = no entry (default value)

O Work or Compensatory

O Work or compensatory and Annuity

O Annuity

Employment Enter the partner's occupation:

Option value for the partner's occupation situation
U ‘blank’ = no entry

d Main job
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Q Side job

Place of work (Country)  |Option value for the partner's workplace (country)
4 Switzerland

U Foreign Country

U Switzerland and foreign country

Place of work (canton) Details about the canton where the partner works.

Work Start The beginning (date) of the partner's employment
Work End The end (date) of the partner's employment
Work Permit The field can also be shown as a column in the personnel

list and the editing of the field is recorded in the history
report. It is not a mandatory field, has no dependencies
with other fields and is not taken into account in the
salary report.

1.1.6.11 Children
1.1.6.11.1 Number of Children

This field provides you with the number of children that is displayed in table "Child." To acquire family
allowance entitlements, you only need the first name and the date of birth of the child. The remaining
data (from/to dates and amounts) is suggested by SwissSalary (based on the settings in the Payroll master
data).

1.1.7 Statistic
Holiday time types, overtime, compensation time, flexitime, target- and actual time can be displayed in

hours and days. Of course, provided that you have reported about them accordingly. It is considered to be
most efficient for holidays. You will therefore find the Number of time of days field in the wage items.

1.1.7.1 Date Filter

The Date filter input field is used to specify the period for which you want the statistical data displayed. If
this field is empty, all entered items in the fields below will be displayed.

1.1.7.2 Salary Type Filter

In the Salary type filter selection field, you can see the movement for any posted salary type and
corresponding date filter. Select a salary type and you will already see the corresponding result in the
Movement option field. If you leave the Salary type filter field blank, all movements of all salary types will
appear for the selected employees.

1.1.7.3 Net Change

The Net Change filed displays the result of your filter criteria. Movement field only shows the items that
you have filtered.
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1.1.7.4 Employee Loan

It is possible to manage a personnel loan in SwissSalary. This field displays the status of the personnel loan
at a selected date.

1.1.7.5 Vacation Money

In the case of an hourly wage recipient the accrued holiday payment credit can be seen in this field.

1.1.7.6 Vacation

The Vacation field displays the actual holiday balance in hours. This field is dependent on the input in the
Date Filter field.

1.1.7.7 Overtime

The Overtime field displays the actual overtime hours balance in hours. This field is dependent on the input
in the Date Filter field.

1.1.7.8 Compensation time

The Compensation time field displays the actual compensation time balance in hours. This field is
dependent on the input in the Date Filter field.

1.1.7.9 Flexible working hours

The Flexible working hours field displays the actual flexitime balance in hours. This field is dependent on
the input in the Date Filter field.

1.1.7.10 Working time

The Working time field displays the actual work hours balance in hours. This field is dependent on the input
in the Date Filter field.

1.1.7.11 Night work

The Night work field displays the actual night work balance in hours. This field is dependent on the input in
the Date Filter field.

1.1.7.12 Allocated time

The Allocated time field displays the actual balance of target time accumulated according to the working
time calendar. This field is dependent on the input in the Date Filter field.

1.1.7.13 Actual time
The Actual time (actual working time including absence) field displays the actual balance of actual time

accumulated according to the working time calendar. This field is dependent on the input in the Date Filter
field.
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1.1.7.14 Statistic (Message)

Employment
Relationship

This is to provide information about the type of the person’s appointment. One of the
following choices is assigned.

UTemporary

UPublic Administration
Extract from the Swissdec guidelines on public administration: Marking that allows to
uniquely identify the permanent staff in public administrations. It is only required for
public administrations (municipalities, cities, districts, cantons, federal
government, ..) and churches. In this way, the permanent staff is distinguished from
the many clients (audit experts, interpreters, etc.) and employments that do not
belong to the permanent staff.

ULoaned Staff
Extract from the Swissdec guidelines on loaned personnel:
The marking allows to clearly identify the loaned personnel. This information is only
required for companies that lend out personnel (temporary offices). In this way, the
loaned personnel is distinguished from the temporary offices' own internal
personnel. Persons hired out by temporary agencies must be reported by them and
not by the companies where they perform their work (companies that use services).

The selection "temporary" is still available, which can be used to exclude personnel
numbers from a transmission.

Employment
contract

This is to provide information about the type of the person’s employment contract and
type of remuneration. One of the following choices is assigned. The fixed-term
contracts cover trainees and students with wages, but not apprentices.

QUnlimited contract with monthly salary

UUnlimited contract with monthly salary and annual working time
UUnlimited contract with hourly salary

QUnlimited contract (Commission - flat rate - piece wage etc.)

ULimited contract with monthly salary

ULimited contract with hourly salary

ULimited contract with hourly salary (Commission - flat rate - piece wage etc.)
UApprenticeship contract

QPractical contract

UAdministrative Board

Education

This is to provide information about the type of the person’s education. One of the
following choices is assigned.

WDoctorate

UUniversity Master
QUniversity Bachelor
UProfessional School Master
QProfessional School Bachelor
UHigher Vocational Education
UTeacher
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UMatura

UCompleted Prof. Education

Uinternal Education

UState School

UHigher Vocational Education Master
UHigher Vocational Education Bachelor

Position This is to provide information about the type of person’s occupational status. One of
the following choices is assigned.

UUpper Management
UMedium Management
ULower Management
ULowest Management
UNo Management Function

Working Time This field is used for the statistical reports via ELM. In this field, you must select Steady a
Type Unsteady employment relationship has been agreed with the person.

No holiday hourly wage

We have made an adjustment in cooperation with the FSO for the statistics report with the use of Swissdec
5.0. The report to the FSO contains information about days of leave (LeaveEntitlement) or holiday pay
(vacation). However, both pieces of information may not be reported in any configuration with a value
greater than 0.00. The refunding of absences and the employment contract assigned to the employee are
used to export this information. The refunding of absences is set up very differently for our customers, e.g.
for hourly wage earners construction customers sometimes handle holidays in days/hours and holiday pay
in percentages. We have implemented the rule below so that in these cases we always only export one
piece of information for the statistics report.

Monthly wage
*One of these options is selected in the “Statistics” tab in the personnel master data: Permanent contract
with monthly wage, permanent contract with monthly wage and annual working hours, temporary contract
with monthly wage, apprenticeship contract, trainee contract
olf days and percentages are set up in the refunding of absences, days are always exported (days are
prioritized).
olf only days are set up in the refunding of absences, days are exported.
olf only percentages are set up in the refunding of absences, holiday pay is always exported. This
configuration will rarely occur.
olf neither days nor percentages are set up in the refunding of absences, 0.00 is exported for holidays in
days and holiday pay.
olf no refunding of absences is assigned to employee, 0.00 is exported for holidays in days and holiday

pay.

Hourly wage
*One of these options is selected in the “Statistics” tab in the personnel master data: Permanent contract
with hourly wage, temporary contract with hourly wage
olf days and percentages are set up in the refunding of absences, holiday pay is always exported (holiday
pay is prioritized).
olf only days are set up in the refunding of absences, days are exported. This configuration will rarely
occur.
olf only percentages are set up in the refunding of absences, holiday pay is always exported.
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olf neither days nor percentages are set up in the refunding of absences, 0.00 is exported for holidays in
days and holiday pay.
olf no refunding of absences is assigned to employee, 0.00 is exported for holidays in days and holiday

pay.

No time constraint
*One of these options is selected in the “Statistics” tab in the personnel master data: Permanent contract
(commission — flat rate — piece rate, etc.), temporary contract (commission — flat rate — piece rate, etc.),
Board of Directors
olf days and percentages are set up in the refunding of absences, holiday pay is always exported (holiday
pay is prioritized).
olf only days are set up in the refunding of absences, days are exported.
olf only percentages are set up in the refunding of absences, holiday pay is always exported.
olf neither days nor percentages are set up in the refunding of absences, 0.00 is exported for holidays in
days and holiday pay.
If no refunding of absences is assigned to employee, 0.00 is exported for holidays in days and holiday pay.

Contact person Email

The following 3 fields must now be filled in for the wage reporting process (per Allocation Group):
- Administrator

- e-mail address

- Phone number

1.1.7.15 Modified by

When a field is modified somewhere in Employee card, new data add or even deleted, the last person who
made such changes in the Employee card will be displayed. The time of modification will be later displayed
in the Updated at field.

TIP:
You can see all the changes made for this employee under Employee - History. You can control which
changes you want to see using Select columns.

1.1.7.16 Modified at

When a field is modified somewhere in Employee card, new data add or even deleted, the last date of such
changes will be displayed in this field. You can see the person who last made some changes for the
employee in the Updated by field.

TIP:
You can see all the changes made for this employee under Employee - History. You can control which
changes you want to see using Select columns.
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1.1.8 Tax at Source
1.1.8.1 Tax at Source liable

If an employee has or will have the liability to Tax at source, this box should be checked.

You may choose the basic settings for Income tax in Payroll Setup-> tab ‘Income’. IT settings show the
Income tax rates for all cantons.

1.1.8.2 IT County

Enter the proper canton in field IT County where the employee is/will be liable to income tax.
1.1.8.3 IT Tariff

You can select per canton only those IT rates that can be selected in the corresponding canton.
1.1.8.4 Number of children

Manual assignment of IT deductible children (automatic alignment with family allowances is impossible
because there are too many exceptions).

1.1.8.5 IT with church

Option Yes/No

The church tax liability exists for the following denominations:
U Roman Catholic

U Catholic-Christian

U Reformed Evangelical

Q Jewish Community

If the church tax is irrelevant in a canton, the value is automatically deactivated.
1.1.8.6 Other know income

If a Income tax payer (ITP) is employed by other employers or has substitute income sources, the ‘Other
known income sources’ field must be activated. If the ITP's level of employment at the other employer is
also known, you must enter it in the ‘Level of employment at other income sources’ field. If the ITP has
several other employers, the total of the level of employment must be recorded for all other employers.

Both these fields are also on the timeline (TimeMachine) and are also written to the Pay Process Header
table (pay process list) during wage accounting, but cannot be changed there.

Nothing changes for part-time employees who have no other employer or substitute income sources in the
new 2021 Income tax regulation. Your reduced workload has no influence on the rate-determining income.
For part-time employees with one or more other employers and/or substitute income sources, this
workload must be reported to their employer. If the level of employment at the other employers is
unknown, the rate-determining income is always calculated at 100%, which is usually the worst solution for
the employee.
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Example A

Part-time employee with a workload of 80%, no other employers or substitute income sources
The rate-determining income corresponds to the withholding tax base.

Other known income sources | deactivated

Level of employment at other income sources | 0.00

Example B

Part-time employee with a workload of 80% and another employer (workload with the other employer
unknown)

Withholding tax base is converted to 100% for the rate-determining income.

Withholding tax base / 80% x 100%

Other known income sources | activated

Level of employment at other income sources | 0.00

Example C

Part-time employee with a workload of 80% and another employer (workload with the other employer is
10%)

Withholding tax base is converted to 90% for the rate-determining income.

Withholding tax base / 80% x 90%

Other known income sources | activated

Level of employment at other income sources | 10.00

Example D

Part-time employee with a workload of 80% and another employer (workload with the other employer is
30%)

Withholding tax base is converted to 110% for the rate-determining income.

Withholding tax base / 80% x 110%

Other known income sources | activated

Level of employment at other income sources | 30.00

If the level of employment at the other employer is unknown, but the amount of the wage and/or the
substitute income source is known, the level of employment must be determined (converted) in relation to
the main occupation. If the employee has several other employers, various levels of employment
(workloads) must be added up and entered in the ‘Level of employment at other income sources' field.

1.1.8.7 Total activity rate of further income

If a Income tax payer (ITP) is employed by other employers or has substitute income sources, the ‘Other
known income sources’ field must be activated. If the ITP's level of employment at the other employer is
also known, you must enter it in the ‘Level of employment at other income sources’ field. If the ITP has
several other employers, the total of the level of employment must be recorded for all other employers.

Both these fields are also on the timeline (TimeMachine) and are also written to the Pay Process Header
table (pay process list) during wage accounting, but cannot be changed there.

1.1.8.8 Tax ID country of residence

With Swissdec 5.0, cross-border workers can or must submit additional information via ELM. The registration
is optional for German and French cross-border workers and mandatory for Italian cross-border workers in
regards to the tax identification number in the country of origin.
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1.1.8.9 Date of Residence Permit

Enter in this input field the status change date of the employee’s annual type B permit to type C permanent
resident permit. This term is printed on the income tax accounting.

1.1.8.10 Immigration Date

Please acquire in this input field “Entry date” the employee’s date of entry to Switzerland. The registration is
optional for German and French cross-border workers and mandatory for Italian cross-border workers.

1.1.8.11 Date of Departure

This Departure date input field is used to enter the employee’s date of departure abroad.

1.1.8.12 Country of Destination

This Country of destination input field is used to enter the country where the employee has left for.
1.1.8.13 IT Base Pay / Month

You can override the default settings in the IT of base pay / month input field. When you enter an amount
in this field, this amount will be used as the base wage for tax deduction.

1.1.8.14 IT Base Correction

You can override the default settings in the IT Base correction input field. In this case the base wage can
be changed by entering it into this field.

Example:

Income tax base is at CHF 5'000. Say, for whatever reason you want to have only the amount of CHF 4'500
as a withholding tax base. For this reason, you enter the amount of CHF 500 into the input field. In the next
pay process this base correction will be calculated.

1.1.8.15 IT Fix Rate

The IT fix rate input filed is used to override the default settings that you have entered for the stored rate
When you enter a percentage in this field, this fixed percentage will be used for the calculation of the
Income tax.

1.1.8.16 IT Tariffe Code Confirmed

This flag is manually set when the IT Office has granted the reported IT rate.

1.1.8.17 Weekly Residents

This must be activated for cross-border workers with weekly stay status.

Seite 54



1.1.8.18 Swiss Tax Address

If a foreign delivery address is recorded for workers with weekly stays, the address of the worker with weekly
stay must be recorded.

1.1.8.19 Tax at Source Category

There is no IT code for some special provisions. The options are:

U FR special agreement (no income tax will be deducted for cantons with the special agreement of the
French frontier if there is tax residence certificate.

U Fee for board members abroad (directors who reside abroad)

U Employee involvement abroad

UMedian Wage

The determination of rate with the value of the median wage is applicable for special employment

constellations. It is stated in the Swissdec guidelines that there must be several jobs and no workload can

be determined for any of these jobs.

Additional income is to be stored with 0%.

If there are employees affected, 100% of percents by position should be recorded in the Employee card, if

possible. This is necessary for the submission of rate-determining income in XML.

A calculation for employees with the hourly wage code is always based on the previously implemented

extrapolation depending on the monthly parts.

If the billed value is lower than the applicable median wage value, it is used to determine the rate. The rate
corresponds to the percentage of the employee’s effective rate with the median wage rate-determining
value.

If a value higher than the median wage is billed in a month, the actually billed value is decisive as the rate-
determining value.

In the annual model, the smoothed value is always calculated using the value actually billed. Therefore, the
actual value is displayed in wage items and the median wage value is hidden.

The median wage field, which can be displayed in the pay process list, traces when the median wage was
active. TimeMachine is not available.

1.1.8.20 Planned Working Days CH

Employees who only work in Switzerland for 90/120 days (Notification procedures).

The withholding tax calculation is normal, the calculated amount is then reduced on the basis of days
worked. The actual days worked (incl. sick leave) must be recorded and posted monthly with the individual
wage type. The assignment of this wage type is provided in the payroll master data (field IT workdays CH
actual IT). These employees must be assigned to the “Notification procedures” code in the “Work permit”
field within the "Job" tab.

1.1.8.21 Tax at Source additional payment after resignation without recalculation

Payments made after the termination of employment relationship are to be deducted at source as follows:
- Payments that became due at the time of termination, but to be paid to the person subject to the income
tax later (for example, subsequently paid holiday compensation, portion of the 13th Payday, etc.), are to be

summed with the IT wage of the last working month; the withholding tax is to be calculated based on this
total amount (this calculation method was implemented in SwissSalary from the beginning).
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- On the other hand, for payments that become due only after the termination of employment relationship
(for example, subsequently determined bonus payments), the income tax is to be calculated like for an
(additional) monthly wage (this has been adjusted now).

- The calculation type may differ based on different solutions in cantons.
Source: Excerpt from the Guidelines for Wage Data Processing - swissdec (Version 4.0) - page 146

As a rule, back payments after resignation are summed with the last wage for the last working month
subject to income tax. Income tax is then calculated based on the total amount. This process has always
been automated in SwissSalary. For all other payments like bonus payments that were determined only
after termination, a new withholding tax period can be opened by checking the “Back payment after payout
without recalculation” box. This payment is accounted for as an additional wage.

NOTE:
Back payments can only be accounted for after one of these two procedures. A mixture of procedures is not
possible and is not envisaged.

1.1.9 Tax Declaration

Guidelines for Completing the Wage Statement or Pension Certificate: Herausgeber Schweizerische
Steuerkonferenz (SSK)

It has been observed that in certain circumstances salary certificate was prepared in a wrong language. We
have made adjustments, so the rule below now applies:

*The language code assigned to an employee’s employee card is decisive. We recommend that the
language code should always be filled in the employee card (e.g., DES for German, FRS for French, ITS for
[talian, ENU for English)

*If alanguage code is assigned to the workplace, it determines the language of the Salary certificate and
overrides the language code in the employee card.

*/f the language code in the employee card and workplace is empty, user language of the client is used.
*|f a language code other than DES, FRS, ITS, or ENU is selected, user language of the client is used.

Notes:

*Basically, this task is about the texts that are automatically output in Section 15 (Comments).

«Salary certificate labels are always printed in the official languages (e.g., number 1 = Lohn, Salaire, Solario).
o|f a salary types text is transferred to a section of the salary certificate, the translation of the corresponding
salary type is used. If there is no salary type translation in the employee’s language code, salary type text is
used.

Salary certificate | Language

The following regulations apply:

*The language code assigned to an employee’s employee card is decisive. We recommend that the
language code should always be filled in the employee card (e.g., DES for German, FRS for French, ITS for
[talian, ENU for English)

*If alanguage code is assigned to the workplace, it determines the language of the Salary certificate and
overrides the language code in the employee card.

*/f the language code in the employee card and workplace is empty, user language of the client is used.
*If a language code other than DES, FRS, ITS, or ENU is selected, user language of the client is used.
Notes:
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*Basically, this task is about the texts that are automatically output in Section 15 (Comments).

«Salary certificate labels are always printed in the official languages (e.g., number 1 = Lohn, Salaire, Solario).
o|f a salary types text is transferred to a section of the salary certificate, the translation of the corresponding
salary type is used. If there is no salary type translation in the employee’s language code, salary type text is
used.

1.1.9.1 Tax Declaration Type

You can choose from:

WTax declaration
WPension certificate

1.1.9.2 Expenses Regulations

The corresponding Expenses Regulations can be assigned to the employee here. The corresponding
Expenses Regulations then appear under Paragraph 15 of the Tax declaration with the following note:
"Expenses Regulations across canton X (canton’s license plate) approved on ... (date).”

If you need to create expenses regulations, we recommend the model regulations of the Swiss Tax
Conference.

1.1.9.3 Company Car

The corresponding Regulations can be assigned to the employee here. The corresponding Regulations then
appear under Paragraph 15 of the Wage statement with the following note: “Private Share of Company
Cars across canton X (canton’s license plate) approved on ... (date).”

1.1.9.4 Expatriate Ruling

An approved expatriate regulation can be added to the selection. If an expatriate regulation has been
approved by the relevant canton, this can be assigned to the employee. The expatriate regulation is noted
on the salary certificate under point 15.

If there is an approved expatriate regulation, this is printed on the salary certificate in section 15. If wage
types are assigned to section 13.1.2 and no expatriate arrangement is assigned on the Employee card, the
text and amount will be printed in section 13.1.2.

1.1.9.5 Relocation Expenses by the Employer

If an employee incurs relocation costs (for professional reasons) that are paid by the employer, a
corresponding note must be made under comments (e.g., “Relocation costs of CHF ... paid”). Enter the
corresponding amount in this field ‘Relocation Expenses by the Employer and it will appear on the salary
certificate with the text mentioned under Paragraph 15.

1.1.9.6 Employee Participations

The corresponding employee shareholdings can be assigned to the employee. The corresponding note
then appears under Paragraph 15 of the salary certificate: "Market Value across canton X (canton'’s license
plate) approved on ... (date).”
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1.1.9.7 Participation by third Party
The corresponding employee shareholdings can be assigned to the employee. The corresponding note

then appears under Paragraph 15 of the salary certificate: “"Employee Shareholdings Through Third Party”
with the amount.

1.1.10 Info
1.1.10.1 Last Employer

In the Last employer input field, enter the employee's last employer before he or she joined your company
for information purposes.

1.1.10.2 New Employer

In the New employer input field, enter the employee's new employer for information purposes after they
have left your company.

1.1.10.3 Period of Notice

In this input field Notice period, you have the option of entering the notice period agreed with the
employee for control purposes.

1.1.10.4 Apprenticeship from

In this Apprenticeship from input field, you can enter the start date of your employee's apprenticeship for
information purposes.

1.1.10.5 Apprenticeship to

In this Teaching until input field, you can enter the teaching date for your employee for information
purposes.

1.1.10.6 Fit for Work at Employment %

In the “Fit for Work at Employment %" input field, you enter the percentage of the employee's ability to
work on joining your company.

1.1.10.7 Fit for Work at Resignation %

In the “Fit for Work at Resignation %" input field, you enter the percentage of the employee's ability to work
on leaving your company.

1.1.10.8 Fit for Work %

In the “Fit for Work %" input field, you enter the employee's ability to work at the current time as a
percentage for information purposes. This field also influences the calculation of the BVG. As soon as you
enter or adjust a value in this field, this value is automatically transferred to the 'Able to work %' field on the
Employee card-> 'BVG' tab.
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1.1.11 EasyRapport

1.1.11.1 Group
1.1.11.1.1 EasyRapport Group

Assignment of the employee to the correct EasyRapport group. This ER group must be assigned to every
new employee. This assignment is also used for editing in the TapBoard.

1.1.11.2 Supervisor
1.1.11.2.1 Supervisor

Assignment of the Employee N° of the manager/administrator who enters the data for this employee in
EasyRapport. It is possible for the employee to manage themselves. In this case, the same personnel
number must be entered that is shown on the current Employee card.

1.1.11.3 Authentication
1.1.11.3.1 Login

If the employee is allowed to report himself (Supervisor), he needs a login (user name).

1.1.11.3.2 Password

If the employee is allowed to report himself (Supervisor), he needs a password. To ensure even better
security, the password strength has been increased. The password must now be at least 7 characters long.

1.1.11.3.3 Admin

- empty = user has no admin rights
- yes = user is admin (usually these are people from the HR department).

1.1.11.3.4 RFID

Storing the badge number with which the USER stamps their times at the terminal.

When the RFID number is stored in the Employee card, the employee is automatically recorded (number of
the corresponding personnel card). A login and password are not necessary in this case.

1.1.11.3.5 Cost Center Supervisor

This assignment of a cost center group for viewing the cost center evaluation in EasyRapport.
A code corresponding to the person responsible for a dimension group is stored in this field for use.

1.1.11.4 Visa
1.1.11.4.1 Employee Visa

Which supervisor may/must approve this employee's reports?
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1.1.11.4.2 Employee Visa by Proxy
With this field, the substitution rule in EasyRapport can be better solved.
1.1.11.4.3 Cost Center Visa

Instead of the view per employee, the recorded data can also be viewed per cost center. Only cost center
managers can view (release) data via the cost center view.

Several administrators can also be added, which are linked with the 'either or' sign, e.g. “1478|2375

1.2 Employee Social Security Insurance
The Social Services tab is used to record the necessary employee’s social security assignments.

The view and setup of the Personnel Social Insurance table is very dynamic. This means that there are no
fixed fields per social security policy forindividual social security schemes, but this view is determined by
the setup of social security schemes in the payroll setup. This view will differ significantly from company to
company, depending on how many different social security deductions need to be maintained.

AHV
0-AHV not young people under 18 receive this code.
mandatory (SwissSalary recognizes how old the employee is and automatically sets this code
correctly -> Validation during Payroll Process)
1-AHV All workers from 1 January of the year following their 17th birthday are subject to
mandatory contributions.

SwissSalary recognizes how old the employee is and automatically sets this code
correctly -> Validation during Payroll Process)

2 - Retireewith | The contribution obligation ends when the normal retirement age is reached and the
allowance position is resigned. For men, the normal retirement age is 65 years and for women - 64
years. Persons who have reached the official retirement age and are actively employed
continue to pay contributions to the AHV, IV and EQ, but not to the Unemployment
Insurance (ALV).

A valid tax-free allowance for working age pensioners is 1'400 francs per month or
16'800 francs per year, for which they do not have to pay any contributions. So the
contributions will be charged from that part of the earned income, which exceeds CHF
1'400 francs a month or 16'800 francs a year.

If an age pensioner works at the same for several employers, the tax-free allowance
applies to each individual employment relationship.

SwissSalary recognizes how old the employee is and automatically sets this code
correctly -> Validation during Payroll Process)

3-Marginal From the definitive wage, that does not exceed the amount of CHF 2200 per calhendar
salary year per employer, new contributions are levied only at the request of the insured. For
people employed in private households, contributions must be paid in all cases.

(This code must be assigned manually, NO automation!)
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4 -notinsured
(special case)

These are people who despite AHV-liable age can be freed from the obligation to
contribute (e.g., in Switzerland not insured persons after bilateral EU agreements,
foreign expatriates in Switzerland).

(This code must be assigned manually, NO automation!)

ALV
0-ALV not young people under 18 receive this code.
mandatory (SwissSalary recognizes how old the employee is and automatically sets this code
correctly -> Validation during Payroll Process)
1-ALV All' workers from 1 January of the year following their 17th birthday are subject to con-
mandatory tributions.
The contribution obligation ends when the normal retirement age is reached and the
position is resigned. For men, the normal retirement age is 65 years and for women - 64
years. Persons who have reached the official retirement age and are actively employed
continue to pay contributions to the AHV, IV and EO, but not to the Unemployment
Insurance (ALV).
(SwissSalary recognizes how old the employee is and automatically sets this code
correctly -> Validation during Payroll Process)
2-Marginal From the definitive wage, that does not exceed the amount of CHF 2'200 per calendar
salary year per employer, new contributions are levied only at the request of the insured. For

people employed in private households, contributions must be paid in all cases.
(This code must be assigned manually, NO automation!)

3 - Notinsured
(special case)

These are people who despite AHV-liable age can be freed from the obligation to con-
tribute (e.g., in Switzerland not insured persons after bilateral EU agreements, foreign
expatriates in Switzerland).

(This code must be assigned manually, NO automation!)

UVG (BUV/NBUV)

0- notisured

Accident insurance is not mandatory for:

- self-employed persons,

- co-working family members,

- who do not receive any cash wage and do not pay related contributions to social
security,

or

- who are related to the farm holder in the ascending or descending line, or

- who are the sons-in-law and daughters-in-law of the farm holder and are expected
to take over the management,

- federal officials who are eligible for military insurance,

- members of boards of directors not in active operation for this activity,

- cohabiting partners who are liable to pay AHV contributions in that capacity,

- persons engaged in activities in the public interest, provided that no service
contract exists, especially as members of parliaments, authorities and commissions,
for this activity.

In Switzerland, resident self-employed people and their not compulsory insured
coworking family members can voluntarily insure themselves by the insurer of their
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personnel. Under certain conditions, this is also possible for the self-employed Swiss
citizens or for those who are nationals of the EU Member States or EFTA and are resi-
dents in one of these states.

(This code must be assigned manually, NO automation!)

1 - BUV+NBUV All employees who work in Switzerland are obligatorily insured against accidents. As
insured employer employees are regarded people who in the sense of the AHV practise dependent
employment.
Obligatorily insured against accidents are also:
< home workers,
- apprentices,
- trainees,
- volunteers,
- people who are active in teaching or workshops for disabled, and
- people who work for an employer for the clarification of career choices (trial ap-
prentices).
With code 1, the BUV premium will be paid by the employer and the NBUV premium
will be paid by the employee.
(This code must be assigned manually, NO automation!)
2 - BUV+NBUV With code 2 all the UVG premiums are taken over by the employer (BUV + NBUV).
insured employer (This code must be assigned manually, NO automation!)

3-only BUVinsured

Employees whose weekly working hours at an employer do not amount to at least 8
hours, are insured only against occupational accidents and occupational diseases,
but not against non-occupational accidents.

(Caution: do not suspend coverage of health insurance accident!). Here, accidents on
the way to work are regarded as occupational accidents.

(This code must be assigned manually, NO automation!)

In column Division (A, B, C... etc.) you should enter for every code (also for code 0) the corresponding part of
undertaking that has been assigned to you by your accident insurance. Otherwise, you will not be able to

calculate the wage.

The required Payroll Setup is recorded under Role center -> Payroll Setup -> tab ‘UVG'.

Other Social Social Insurance Systems (e.g. KTG, UVGZ, MDK/MEK, FRA etc.)

0-notinsured

not insured individuals according to the current contract!
(This code must be assigned manually, NO automation!)

I - Insured % shared

With the code 1, the premiums are shared equally between employee and employer.
(This code must be assigned manually, NO automation!)

2 -insured only
employer

With the code 2 all the premiums are taken over exclusively by the employer.
(This code must be assigned manually, NO automation!)

3 - Fixed premium

There will be no percentage deductions and accruals, but the deductions made in
wage items table manually.
(This code must be assigned manually, NO automation!)
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In column Division (A, B, C... etc.) besides the UVG code (also code 0) you enter the corresponding part of
undertaking that has been assigned to you by your accident insurance. Otherwise, you will not be able to
calculate the wage.

In column Calculation date you can enter a date Valid from. This is used only in cases when, for example,
there has been a change of a code within the same domain during the year.

UVGZ example:
Employee Ais insured up to and including the end of July in UVGZ code 11 and in UVGZ code 12 from the
beginning of August. Thus, the value 01.08. must be entered in line UVGZ code 12 in field Calculation date.

The calculation date, which can be displayed in the Social Benefits table by selecting the column, can be
used for the KTG, UVGZ social works and for the social fund.

NOTE:
This procedure is applied very rarely, because such changes usually take place at the beginning of the year.
This column can be displayed.

Waive of Pension Deduction

e One has the option of waiving the pension deduction. To do this, unhide the “Waiver of Pension
Deduction” column in Social Security Insurance. The Subject to AHV setting must be selected for such a
person for the AHV in Social Security Insurance and the "Waiver of pension deduction” field must be
enabled. This means that no allowance is taken into account and AHV contributions are applied. The
information will be taken into account accordingly in the annual report.

¢ In the year when the person reaches their reference age, the activation of waiver of pension Deduction
must be lodged before the first pay process at retirement age. If a person of reference age is recruited,
this must be activated before the first pay process. It can be selected every year for ongoing employment
of people of reference age. The settings must always be checked before the first pay process of the
calendar year and adjusted if necessary.

e For corrections necessary due to incorrect billing, please contact SwissSalary Support. Settings can be
changed using the working date. However, wage values must be reported, which is then decisive for
calculating the AHV wage.

1.3 Bank
1.3.1 General
1.3.1.1 Pos.

Position number is continuous and begins with 1 in the first record. Make sure that the employee whenever
possible is always given number 1, the other payees (e.g. direct payment of child allowance to a divorced
wife, assignment of wage to enforcement office, etc.) get other numbers.
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1.3.1.2 Maximum Amount

If you have entered several payment addresses, you must also enter the maximum amount payable per
payment method in this field.

Example:

Mr. M. is entitled to a monthly net wage of CHF 7'500. As Mr. M. has high debt liabilities, the company is
obligated to send on a monthly basis CHF 3'500 to the responsible enforcement office. Mr. M. is divorced
and is entitled to pay his wife and children alimony and maintenance payments in the amount of CHF
1'800 per month. The rest should be paid on his own PC account.

Solution:

You need to enter three payment details for Mr. M. Fill in the current maximum amounts of the
enforcement office and payment details of the wife in field ‘Maximum Amount’. The input field ‘Maximum
Amount’in payment details of Mr. M. remains empty. This means that the payments with maximal amounts
will be made at first. Then, the remaining amount will be paid to Mr. M. Enter the payment details
depending on the urgency.

INFO:

For down-payment method during the actual down-payment process the beneficiaries with the maximum
amount will be taken into account first. Any surpluses will be aligned to the recipients with the ‘maximum
amount’ of CHF 0.00. During the actual pay process only the payment address of position 1 is considered.

1.3.1.3 Salary Type No.

Would you like to always transfer certain amounts to the same bank account? Now you can store a salary
type filter in bank details (applies to individual salary types only).

Example:

The employee would like all fees be paid to a separate bank. The payroll personnel member records all
expense salary types in the employee bank section, e.g. a filter with salary types “3000..3999". Therefore, the
bank code will be set automatically in the Payroll journal and in Wage items. You can manually adjust this
automatic feature anytime right after the reporting.

1.3.1.4 Valid from
Payment details can be limited in time. So, for example, in the case of payments to debt enforcement and

collection agencies, payments to third parties, etc., the payment details are no longer deleted manu-ally,
they can be limited in time.

1.3.1.5 Valid to
Payment details can be limited in time. So, for example, in the case of payments to debt enforcement and

collection agencies, payments to third parties, etc,, the payment details are no longer deleted manu-ally,
they can be limited in time.

1.3.1.6 Bank Payment Type

For security reasons, with salary wage payment, a socalled salary flag will be transmitted to the bank (visible
only in the background). l.e. the payment is reported as salarye payment. This salary flag will be mainly set
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so as that during the data transaction via third-party software (e.g., via Mammut, etc.), the unauthorized
employee cannot see salary payments in Details by mistake.

If the account is NOT opened using the salary recipients’ name, the actual data of the account holder must
be obligatorily recorded under the Beneficiary’s name and Beneficiary’s address. Otherwise, the responsible
banking institution cannot properly allocate such payment. So far, we have removed the salary flag in this
case, since for these beneficiaries this concerns mostly pro rata payments to debt enforcement agencies
and collection companies.

In exceptional cases, the bank account can be in name of, for example, a husband of the salary recipient. In
this case, the wage flag should be also set, although the husband's data must be recorded under

Beneficiary.

Under Employee banks you will find the field Bank payment method with the following options:

Standard This value is set automatically. l.e. the salary flag is set when NO data is recorded for
Beneficiary. NO salary flag will be set when an entry is recorded for Beneficiary (as
previously done).

Salary A wage flag will ALWAYS be set, even when there are records under Beneficiaries (special
case, if the account is in the salary recipient husband’s name).

Residually The salary flag will be ALWAYS removed, even if no records are found under Beneficiary
(rarely used).

1.3.1.7 Expenses Regulation
For bank payments abroad via IBAN specify in column Charges who should pay bank charges per payment.

3 statuses are therefore available:

Customer All charges are imposed on the employer
Beneficiary All charges are imposed on the employee
Splitting Expenses Division

With the acquisition of a new bank details the default value is Principal = imposed on the employer. This
value can be changed in accordance with each payment detail.

1.3.1.8 Currency Code

In the Currency code column, open the standard Currencies table. Select the desired foreign currency, e.g.
USD, EUR etc.

IMPORTANT INFORMATION ON FOREIGN CURRENCY:

U Of course, only the payment amount or a part of it is paid in foreign currency. The individual wage
amounts, social insurance deductions and bases will be further paid in CHF.

U Payments to a Swiss postal account are only possible in CHF or EUR.
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1.3.1.9 Exchange Rate

After insertion of the exchange code, the Exchange rate column will be automatically filled with the current
rate according to the currency table. Of course, you can override this value with a unique Exchange rate
(fixed rate according to the arrangement with employer/employee).

IMPORTANT INFORMATION ON FOREIGN CURRENCY:

U Of course, only the payment amount or a part of it is paid in foreign currency. The individual wage

amounts, social insurance deductions and bases will be further paid in CHF.
U Payments to a Swiss postal account are only possible in CHF or EUR.

1.3.1.10 Maximum Amount (LCY)

Similarly to the ‘Maximum amount’ field, except that the client currency (LCY) is always displayed here,
usually Swiss Francs (CHF).

1.3.2 Payment connection
1.3.2.1 Payment Form

The Payment method option field is used to enter the accurate payment connection method of the
employee.

The following options are available:

Payment One-time domestic and foreign payments are made. Such an individual order is sent to the
Order bank and the corresponding bank takes care of the payment on the requested date.n.
Bank Default for payments to Swiss and Liechtenstein IBAN bank accounts and IBAN payments

to postal check accounts

Giro Account | Default for payments to a postal check account with postal check account number. If you
use IBAN number, please use the bank payment method

Foreign Bank |Default for payments to foreign IBAN bank and postal check accounts

Cash Will not be considered in payment file and appears on the lists for cash payments
Payment

ASR Add-on module: postal outpayment order with a reference number

ESR ESR number input in fields ESR Type, ESR Account No. and ESR Reference Number
(obsolete) If a new bank with payment type ESR wants to be entered, the following message appears:

The ESR payment type has been discontinued and replaced by QR-bill. Please select a
different payment method.

QR-Bill To date, the QR-IBAN has primarily been used by debt collection offices. The QR-Bill
payment type can be selected and the QR-IBAN and the QR reference can be entered. The
payment appears in detail on the payment order with the note "QR-IBAN" and the QR-
IBAN.
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1.3.2.2 IBAN

IBAN refers to the standardization of account numbers for international payment transactions that has
become necessary in the course of globalization. IBAN stands for International Bank Account Number.

Since January 1, 2006, the use of IBAN and BIC (Bank Identifier Code, also known as SWIFT address) has been
mandatory for all cross-border payments in the EU.

1.3.2.3 Bank Account No.

This input field is used to enter personal bank account of the employee. Please note the representation of
bank account.

1.3.2.4 Giro Account No.

Enter the employee's personal postal check account in this input field.

1.3.2.5 Clearing No.

You enter the correct bank clearing number in the selection field "Clearing Number". The current bank

clearing number can be updated at any time at www. six-interbank-clearing.com. The responsible official
body, the Swiss Interbank Clearing AG, updates the bank master data daily.

1.3.2.6 Bank Identifier Code

It is also possible to make salary payments in CHF abroad. For this purpose, you can use the two columns
Foreign bank code and Swift address.

1.3.2.7 BIC (SWIFT)

It is also possible to make salary payments in CHF abroad. For this purpose, you can use the two columns
Foreign bank code and Swift address.

1.3.2.8 Bank Name

The name of the selected bank will appear automatically after the bank clearing number has been entered.
1.3.2.9 Bank Address

The address of the bank will appear automatically after the bank clearing number has been entered.
1.3.2.10 ZIP Code City

The postal code (ZIP code) and city of the desired bank will appear automatically after the bank clearing
number has been entered.

1.3.2.11 Short Name Bank

The bank abbreviation is retrieved directly from the Abbreviation field in the bank table.

Seite 67


http://www.six-interbank-clearing.com

1.3.2.12 QR-IBAN
The QR-Bill will be mandatory in Switzerland from October 2022. Up to now, the QR-IBAN has primarily been
used by debt collection offices. This task was implemented so that the QR-Bill payment type can now be

selected in the Personal Bank card and the QR-IBAN and QR reference can be entered. The payment appears
in detail on the payment order with the note "QR-IBAN" and the QR-IBAN.

1.3.2.13 QR-reference
The QR-Bill will be mandatory in Switzerland from October 2022. Up to now, the QR-IBAN has primarily been
used by debt collection offices. This task was implemented so that the QR-Bill payment type can now be

selected in the Personal Bank card and the QR-IBAN and QR reference can be entered. The payment appears
in detail on the payment order with the note "QR-IBAN" and the QR-IBAN.

1.3.3 Beneficiary

1.3.3.1 Beneficiary Name

If the bank or postal check account is registered not for the employee but someone else (e.g., wife,
association account, etc), it is obligatory to enter in this field the last and first name of the owner of the

bank account(s).

1.3.3.2 Beneficiary Adress
If the bank or postal check account is registered not for the employee but someone else (e.g., wife,

association account, etc.), it is obligatory to enter in this field the address including ZIP code and settlement
of the owner of the bank account(s).

1.3.3.3 Beneficiary Adress 2

Similar to the Address of Beneficiary (additional information).

If the bank or postal check account is registered not for the employee but someone else (e.g., wife,
association account, etc), it is obligatory to enter in this field the address including ZIP code and settlement
of the owner of the bank account(s).

1.3.3.4 Beneficiary ZIP code City

Input of the Beneficiary’s ZIP code/city.

1.3.3.5 Payment Reason 1

If an office requires a reason for payment, there are 2 fields: ‘Reason for payment 1" and ‘Reason for payment
2.

1.3.3.6 Payment Reason 2

If an office requires a reason for payment, there are 2 fields: ‘Reason for payment 1" and ‘Reason for payment
2.
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1.4 Children

1.4.1 Employee No.

Employee No. is displayed in this field and if you click the drop-down arrow, the Employee list is retrieved.

1.4.2 First Name

Input field for the first name(s) of the child having entitlement to family allowances.

1.4.3 Name

Input field for the child's last name. Of course, this field can be overridden if the child's last name differs
from the last name of the service procurer.

1.4.4 Social security No.

The need for individual social security schemes according to further detailed data will be even more
extensive. For us to fill new interfaces with correct data, social security number of the child is also required.

The child'’s social security number is mandatory, e.g., for the new FAK XML interface of the Family
Compensation Office banks.

1.45 Inactive

Using selection field Inactive, you can temporarily disable family allowances entitlement per child. This
option can be used, for example, if you still have not received new proof of the full-time education and
therefore want to stop family allowance first. If you remove the check mark, the unpaid allowances will not
be compensated automatically; they should be manually re-entered with family allowances correction
wage type in the Report journal.

1.4.6 Date of Birth

After the first name has been entered, please enter the exact date of birth of the child. Afterwards, the time
requirements will be set correctly in the Payroll Setup based on your settings. This means that the time
requirements of child allowances and education benefits, including the respective amounts, will be set
correctly.

1.4.7 Gender
After the children have been entered for family allowances, the gender code will be set automatically. By

default, the value is set to M = male. Naturally, it can be changed. This code is very rarely used for specific
assessments.

1.4.8 Family Relationship

Family status shows the relationship between the employee and the child. You have the following options
to choose from:
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U Mother

O Stepmother
U Foster mother
O Sister

U Grandmother
4 Father

U Stepfather

U Foster father
U Brother

4 Grandfather

1.49 Residence

The child’s place of residence is indicated in the Place of residence field. This field is linked to the country
table.

1.4.10 Child allowance from

After the acquisition of the child’s date of birth you will see the start date of child allowance claim in the
Child allowance from date field. Usually, this date is the child's birth month and year.

1.4.11 Education Allowance from

Date field Education Allowance from is used to define the beginning of the education benefit. According
to the new law on family allowances it starts at the age of 16.

1.4.12 Education Allowance to

The termination date of the education Allowance to is defined in date field Education Allowance.
According to the Law on Family Allowance, an education allowance will be given only if the child over 16
years of age is still studying.

The education allowance end is defined in the Payroll Setup per month before the start. This guarantees
that after the expiration of the child allowance an educational allowance will not be paid automatically.

If the entitlement to an education allowance passes, only the date with the new end or controlling date of
the education should be added to the field Education allowance to.

1.4.13 Education Allowance 2 to

Up to the end of 2008, the canton of Luzern had been providing another education allowance in addition

to 2 different child allowances (level 1 until 12 years of age and level 2 until 16 years of age). The Education
allowance 2 until was created so that various periods and amounts could displayed in SwissSalary correctly.
Therefore, this field was used to define the end of the entitlement to the actual education benefit in Swiss
canton Luzern.
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1.4.14 Legally Children Allowance/Month

Field Legal child allowance per month is used to define the amount of child allowance.

1.4.15 Legally Education Allowance/Month

Field Legal education allowance per month is used to define the amount of education allowance.

1.4.16 Legally Education Allowance 2/Month

Up to the end of 2008, the canton of Luzern had been providing another education allowance in addition
to 2 different child allowances (level 1 until 12 years of age and level 2 until 16 years of age). To correctly

present these different periods and amounts in SwissSalary, the field Legal education allowance 2 / month
was created. Thus, this field is used to define the amount of actual education allowance in canton Luzem.

1.4.17 County

The County field is used to indicate the child’s canton of residence.

1.4.18 Comments

Table Children Comments (Engl. SwS Child Comments) is a subtable of the Children table. The comments
can be optionally printed on the Child allowance list.

NOTE:
Single activation of the SwS Child Comments table requires the extension of existing permissions. If you use
our default permissions, we recommend updating them (-> see System Administration Guide).

1.4.19 Retroactive Calculation

If a child is recorded in the table, there is the option of having child allowances settled automatically
retroactively.
If activated, the allowances are paid retroactively up to the month of birth.

1.5 Allocated Salary

Under Allocated Salary you may record all fixed Allocated Salary of monthly wage that are invoiced. The
registered Allocated Salary are thus accounted every month.

Some examples:

U Fixed BVG deduction for employers and employees

U Private share of company cars with the compensation of non-cash benefits (see example below)
U Personnel loans

U Fixed expenses

IMPORTANT:
The amount of the monthly wage is not registered in the portions of wage!
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Unpaid vacation

Employee A takes unpaid leave from 16.08.20xx - 23.10.20xx.

Enter the ST 1190 Monthly wage correction with the amount of employee A's monthly wage with minus in
the Allocated Salary. In addition, enter the value 16.08.xx for the valid from date and the value 23.10.20xx for
the valid to date. SwissSalary performs the pro rata calculation for you.

In the August 20xx salary run, the monthly salary portion from 16.08. - end of August is automatically
reduced pro rata. The September salary run is reduced by 100% and in October the monthly salary for the
first 23 days is reduced accordingly.

Of course, entry/exit dates falling within this period are also calculated correctly. The calculation logic refers
to the reduction formula defined for each salary type in the salary types -> 'Function' tab.

1.5.1 Employee No.

The Employee No. is filled in is filled in automatically. This column can help you with the acquisition of
multiple portions of wage of different employees. Thereby you always have an overview of the entered
portions of wage per employee.

NOTE:
As soon as you remove the filter, all Allocated Salary of all employees are displayed.

1.5.2 First Name Name

This column can help you with the acquisition of multiple Allocated Salary of different employees. Thereby
you always have an overview of the entered Allocated Salary per employee.

1.5.3 Salary Types No.

This number is used to identify the salary type. It is also used later as a reference in the Payroll Setup to
create the link to the corresponding social benefit accounts.

1.5.4 Text

The text of the salary type serves as a suggestion and can be overwritten in the Allocated Salary during the
allocation. This text will appear later on the payslip as well as in the Salary Entry and on the salary certificate.

1.5.5 Valid from

For quite some time the Allocated Salary can already be recorded with a valid from/through date. We have
enhanced this calculation logic again with the pro rata calculation feature. For example, unpaid holiday
leaves are recorded in a chronologically correct way and automatically.

Example:

Employee A takes an unpaid holiday leave from August 16, 2009 till October 23, 2009.

Enterin the Allocated Salary the Monthly Wage correction ST 119 with the amount of the employee A’s
monthly wage with a minus. In addition, enter August 16, 2009 for the valid from date and October 23,
20009 for the valid through date. SwissSalary will do the pro rata calculation for you.
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In the pay process of August 2009 monthly wage portion from August 16 till the end of August is
automatically reduced pro rata. The September pay process is reduced to 100% and in October monthly
wage for the first 23 days is reduced accordingly.

Of course, recruitment/resignation dates that fall within this period are also calculated correctly. The
calculation logic relates to the reduction formula defined for each salary type in salary type -> tab
"Function’.

1.5.6 Validto

For quite some time the Allocated Salary can already be recorded with a valid from/through date. We have
enhanced this calculation logic again with the pro rata calculation feature. For example, unpaid holiday
leaves are recorded in a chronologically correct way and automatically.

Example:

Employee A takes an unpaid holiday leave from August 16, 2009 till October 23, 2009.

Enterin the Allocated Salary the Monthly Wage correction ST 119 with the amount of the employee A’s
monthly wage with a minus. In addition, enter August 16, 2009 for the valid from date and October 23,
2009 for the valid through date. SwissSalary will do the pro rata calculation for you.

In the pay process of August 2009 monthly wage portion from August 16 till the end of August is
automatically reduced pro rata. The September pay process is reduced to 100% and in October monthly
wage for the first 23 days is reduced accordingly.

Of course, recruitment/resignation dates that fall within this period are also calculated correctly. The
calculation logic relates to the reduction formula defined for each salary type in salary type -> tab
‘Function’.

1.5.7 Job No.

Customers that work with CH module Projects and want to input the transaction data directly to the Project
instead of the cost center.

You can make entries to Projects and Project tasks in the Report journal, in TapBoard and in the Allocated
Salary.

Report Journal
You can display both columns Project No. and Project Task No. in the Report journal. When the Project No. is
entered, the cost center is also automatically retrieved if a cost center was recorded for the project.

Allocated Salary
Of course, you also have the same starting point in the Allocated Salary that you can enter in the per-sonnel
card.

TapBoard
If you work with TapBoard and/or EasyRapport, then you have to define in the settings that you want to
report on projects and not on cost centers. To do this, go to Role center -> TapBoard/EasyRapport -> Setup -
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> tab ‘Reporting’ and set the cost center value (default) to Project. This way SwissSalary NAV auto-matically
recognizes that you want to enter projects instead of cost centers

For the data to flow into the Projects module in the Project Recording Joumal, you will find new fields in
the Payroll Setup (Role Center -> Payroll Setup -> tab 'Setup’).

If you want to transfer the data to the Project Recording Journal using the Post wage function, select in
field Transfer to project = Default. If you do not record to projects as before, leave the Do not trans-fer value
(default).

Similar to the FIBU and cost accounting posting, you can also post the data directly to Project items
(automatically) or display it first in the Project Recording Journal (manually).

1.5.8 Job Task No.

Customers that work with CH module Projects and want to input the transaction data directly to the Project
instead of the cost center.

You can make entries to Projects and Project tasks in the Report journal, in TapBoard and in the Allocated
Salary.

Report Journal
You can display both columns Project No. and Project Task No. in the Report journal. When the Project No. is
entered, the cost center is also automatically retrieved if a cost center was recorded for the project.

Allocated Salary
Of course, you also have the same starting point in the Allocated Salary that you can enter in the per-sonnel
card.

TapBoard

If you work with TapBoard and/or EasyRapport, then you have to define in the settings that you want to
report on projects and not on cost centers. To do this, go to Role center -> TapBoard/EasyRapport -> Setup -
> tab ‘Reporting’ and set the cost center value (default) to Project. This way SwissSalary NAV auto-matically
recognizes that you want to enter projects instead of cost centers

For the data to flow into the Projects module in the Project Recording Journal, you will find new fields in
the Payroll Setup (Role Center -> Payroll Setup -> tab ‘Setup’).

If you want to transfer the data to the Project Recording Journal using the Post wage function, select in
field Transfer to project = Default. If you do not record to projects as before, leave the Do not trans-fer value

(default).

Similar to the FIBU and cost accounting posting, you can also post the data directly to Project items
(automatically) or display it first in the Project Recording Journal (manually).

1.5.9 Debit Cost Center

You can debit one cost center per employee in Excel import, in the Report journal, as well as in the
Allocated Salary.
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NOTICE:
The assignment of the cost center (CC) always refers to the assignment in the FIBU settings in the global
dimension code 1, the assignment of the cost unit (CU) to the global dimension code 2.

1.5.10 Debit Cost Object

You can allocate one cost unit per employee in Excel import, in the Report journal, as well as in the
Allocated Salary.

NOTICE:
The assignment of the cost center (CC) always refers to the assignment in the FIBU settings in the global
dimension code 1, the assignment of the cost unit (CU) to the global dimension code 2.

1.5.11 Allocation

It is possible to display the Allocation field in the Allocated Salarys as well as in the Report journal. During
the adjustment postings of family allowances, it must be specified in this field for which child the
adjustment will be paid or charged.

The information of which child the adjustment concerns is mandatory, among other things, for the FAK
XML (FAK banks) interface as well as for the new notification form per child in the Uniform Salary
Declaration.

NOTICE:

Please note that any adjustment postings for more children should be separated with one row for each, so
that the individual amount can be assigned definitely for one child.

1.5.12 Forward Charging

The calculated amount in the Forward Charging field is transferred directly to the Cost Accounting module
(CA) and can be further processed there accordingly. You can change this wage rate for cost account-ing in
field Internal re-invoicing.

You may also enter further CA hourly rates per cost center and employee in the ‘Navigate’ tab -> Re-

invoicing -> Internal. These rates override the rate of the Internal charging field. When data is entered in the
Report journal, the specified CA wage rates can be overwritten in the ‘Internal charging’ field.

1.5.13 Quantity

The ‘Quantity’ decimal field multiplied by the rate will calculate the salary amount.

1.5.14 Rate FC
The 'FC Rate’ (foreign currency) multiplied by the Number produces the amount of the salary type.
Default values can be predefined in this field, e.g. the rate for mileage compensation or meals allowance.

When entering the salary type in the Report journal or in the Allocated Salary, the predefined value can be
overwritten, of course.

Seite 75



1.5.15 Rate

Default values can be predefined in the ‘Rate’ field, e.g. the rate for mileage compensation or meals
allowance. When entering the salary type in the Report journal orin the Allocated Salary, the predefined
value can be overwritten, of course.

1.5.16 Amount (FCY)

The FC amount (foreign currency) is calculated by multiplying the ‘FC Number' by the ‘FC Rate’ of the wage
type.

NOTICE:
You can always overwrite the FC amount.

1.5.17 Amount
The Amount is calculated by multiplying the ‘Number' by the ‘Rate’ of the salary type.

NOTICE:
You can always overwrite the amount.

1.5.18 Bank Code

Each portion of wage can be selected on the desired bank account and set off accordingly. This way, the
portions of wage can be split up into individual bank accounts..

1.5.19 Pro ratatemporis
The Pro Rata Calculation option field contains 4 selection fields:

U blank (empty)
ai1/4

a1/2

a1

The Pro Rata Calculation field is used when you only want to pay individual amounts entered in the
Allocated Salary table once a quarter, twice a year or once a year.

Example:
The employee receives a flat rate amount of CHF 4'000 annually. This amount should not be paid one time
or monthly, but once a quarter. Assign option 1/4 to the corresponding expense salary type.

When CHF 1'000 is entered for the flatrate salary type in the Allocated Salary table, the suggestion of 1/4
appears in the Pro Rata Calculation field. This suggestion can be deleted for each employee or another
option can be used. For the system to know when to begin making this payment every quarter, enter the
corresponding value in the PRC Next Start Date field, e.g. 01.04.2010. This means that CHF 1'000 will be
billed automatically in April 2010. The next payment will be made again on July 1, 2010, then on October T,
2010, etc.
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1.5.20 PRt next starting date
The Pro Rata Calculation option field contains 4 selection fields:

U blank (empty)
a1/4

ai1/2

Qi

The Pro Rata Calculation field is used when you only want to pay individual amounts entered in the
Allocated Salary table once a quarter, twice a year or once a year.

Example:
The employee receives a flat rate amount of CHF 4'000 annually. This amount should not be paid one time
or monthly, but once a quarter. Assign option 1/4 to the corresponding expense salary type.

When CHF 1'000 is entered for the flatrate salary type in the Allocated Salary table, the suggestion of 1/4
appears in the Pro Rata Calculation field. This suggestion can be deleted for each employee or another
option can be used. For the system to know when to begin making this payment every quarter, enter the
corresponding value in the PRC Next Start Date field, e.g. 01.04.2010. This means that CHF 1'000 will be
billed automatically in April 2010. The next payment will be made again on July 1,2010, then on October 1,
2010, etc.

1.5.21 Allocated Salary from Excel

In the Report journal, you have the possibility to import transaction data (e.g., current expenses, etc.)
directly via Excel Import into Report journal.

It can now be done in Allocated salary as well.
How do you go about this?

U To process the transaction data, you will receive an Excel file from your employees, department
managers or foreign employees

U Save the Excel file to your drive.

U Click Journal rows from Excel or Allocated salary from Excel in the Report journal or Allocated Salary.

U Select the saved Excel file in the ‘Excel import file’ field and click the adjacent button ‘Determine the
rows used in the Excel import file’. The system checks the Excel file and automatically writes the number
of rows it was able to read from it into the From row/To row field.

U Under column setup, the fields are linked to the corresponding Excel.

U Click OK and the data will be imported into the Report journal or into Allocated salary.

Explanation of fields in Excel import:

Excel import file Select the desired Excel file

Determine the rows used in the |This function checks and activates the desired Excel file
Excel import file

Line of/to The system shows the row from/to which the Excel gets data
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Rolling distance An example for understanding:

Let's assume that the employee ID is in column A in Excel. Salary type
number is in column B, etc. The salary type number appears in column 7
again. This means that the salary type number should be imported again
on a rolling basis every 7 columns. This cycle is repeated 4 times.

Enter the number of columns and the frequency at which the data is
repeated (e.g., every 7 columns)

Rolling quantity The number of times this process repeats itself (according to our example
for understanding, 4 times)

Rolling (According to our example for understanding) Not all columns necessarily
repeat themselves. E.g., employee ID and the document date may only be
recorded once per line. The remaining data is repeated on a rolling basis
every 7 columns and for a total of 4 times. So, uncheck the ‘Rolling’ box
next to the employee ID and document date.

Follow-up Salary Type Ucalculate: Resulting salary types are moved automatically (by default)
Udo not calculate: Resulting salary types are archived, so that only the
main salary type is imported.

Journal line for resignated You have the opportunity to determine what should happen to records of
employees employees who have resigned.

-Show messages

If you import a data record of an employee who has resigned, the
corresponding message ‘Employee has resigned. Make an entry anyway’ is
displayed and the data record is imported.

Jlgnore messages

If you import a data record of an employee who has resigned, the message
‘Employee has resigned. Make an entry anyway’ is not displayed and the
data record is imported.

Do not import

Data record of the employee who has resigned is not imported.

1.6 KLE Case Management

1.6.1 KLE - Customer-integrated Service Process from Claim to Provision
1.6.1.1 Introduction to and brief description of the reporting process

Dear SwissSalary Customers,
Dear SwissSalary Partners,

We are proud to present the manual for customer-integrated service process from claim to provision,
hereinafter referred to as the KLE. It includes information about setup in SwissSalary and the processes
ranging from initial reporting to processing daily allowance benefits for accidents.

Incident reports can be quickly and easily recorded and transmitted to the insurer, even if, for example, the
course of events and the exact date of the accident are not yet known. Incident reports are filled with the
data of the employee concerned that has already been recorded in SwissSalary. Missing information is then
largely filled out automatically. After electronic accident report receipt, the insurer checks whether and how
the company is covered by an insurance and automatically generates a claim number that is reported back
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by the system to the company in the shortest possible time. Furthermore, the company can retrieve the
current status of case processing at any time, transmit data on possible incapacity to perform duties and
receive relevant daily allowance statements electronically and process everything right in the payroll
software. Suva (also referred to as the insurer on the pages below) is currently the first and only accident
insurer to enable a digitalized claims management process.

Suva (also referred to as the insurer on the following pages) is currently the first and only accident insurer to
enable a digitalized claims management process. In the fourth quarter of 2023, SWICA Krankenversicherung
AG with UVG, UVGZ joined the list of insurers ready to receive reports. Notifications to KTG are planned for
2024. SWICA and Zurich Insurance are currently in the pilot phase with SwissSalary customers.

We hope you enjoy using the KLE. We highly appreciate your valuable suggestions for improvement and
make sure they are implemented.

Your SwissSalary Team

1.6.1.2 Abbreviations and field descriptions

GENERAL FIELDS

Stories and story parts Stories are all the messages exchanged between the company and the
insurer during an event. There are stories that are transmitted by the com-
pany to the insurer (e.g., payroll data) and those that are collected from the
insurer (e.g., daily allowance statement)

Parts are the stories that the insurer can dynamically request from the
company over the course of a case (e.g., payroll data, accident descrip-tion,
incapacity to perform duties, etc.)

CASE DETAILS (IN- You can find here the last synchronization date, other information about

FOBOX) the person who had an accident and the status of the case.

INSURANCE DETAILS

(INFOBOX)

Domain Display of the various classes of insurance like UVG, UVGZ, KTG

Institution Information about the accident insurer or other insurer

Company case ID Case number in SwissSalary

Incident case ID Tech. Swissdec number

Insurance case ID This ID is also known by the insurer as claim number, event number, etc.

Declaration request ID SwissSalary ELM number of each transmitted story. XML file can be viewed
in wage reports under the main menu.

Response status empty, accepted after incident report submission

Process status empty => Check declaration => Submit claim

Case accepted no - unclear - yes
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Daily allowance amount it is displayed here as soon as it is known

Comment Information about the current or past loss event

No contract Indicates whether the notification of claim regarding the event occurred
without a contract. This means that a recurrence of an event is reported to
a previous employer or there are several employers.

INSURANCE CONTACT Insurer contact details for the case
(INFOBOX)

MESSAGES (INFOBOX) Insurer system messages, e.g., system error codes => If it is unclear whether
intervention is necessary, please contact SwissSalary support

1.6.1.3 Authorizations

A user can only view and edit those KLE cases that correspond to the access authorizations stored for their
user. Consequently, they cannot view the accidents of employees who are assigned to a payroll area to
which a user does not have access.

1.6.2 One-time Setup
1.6.2.1 System Requirements
Full SwissSalary KLE features are only available with the 5060 release and with the SwissSalary Module Plus.

To create a KLE report, a corresponding company certificate must be stored in the KLE settings for add-ed
security.

The company certificate refers to the company’s UID number. This means that an individual certificate must
be requested and stored for each company (client). Each company certificate has its own password so that
only the valid company can securely communicate with it. More about the certificate and the certificate
supplier can be found in Chapter One-time Setup, SUA Certificate.

1.6.2.2 KLE Setup Payroll Setup

SWS KLE Edit authorization role

The person responsible for payroll must have the SWS KLE Edit role. See "Authorization roles’ and ‘Users’. The
SWS-KLE Read authorization role can be used to restrict access so that a user can view KLE data but cannot
enter or mutate it.

Activating the four KLE tiles

The first adjustment is made in the Payroll master data in tab UVG - UVG Contract. If the KLE checkbox is
selected, the four KLE tiles are displayed on the main page.

If no contracts are stored, the KLE tiles are not displayed either.

For other insurances like UVGZ and KTG, the KLE checkbox must not be selected. It is currently only possible
to report with SUVA, other private insurers will be added later.

The settings below must also be verified and match the ELM insurance profile:
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Versicherungsprofil UVG 2021 gemaéss Lohnstandard-CH (ELM)

Kunden-Nr.
(uo CHE- s |

Datum

Erfassen Sie fur korrekte Lohnabrechnungen und Lohndeklarationen die nachfolgenden Werte in lhrer Lohnbuchhaltung.

Obligatorische Unfallversicherung (UVG)

Unfaliversicherer Suva Solothurn, Schanzlistrasse 8, 4500 Solothurn
Versicherer-Nr S999
Kunden-Nr.

Vertrags-/Sub-Nr.

Ubersicht Betriebsteile A

]
] Bezeichnung Gesamtes Personal
Bezeichnung Gesamter Betrieb

=> UVG => Payroll master data - UVG - UVG Contract, no zeros are allowed in front of the customer number,

please note the format. The contract number is recorded using the customer number, in this case 1702-
2840.6 space 01. 01 is written in the ‘Contract’ field.

UID-BFS-No.

Company identification number (different for each client) must be entered in the Payroll master data in tab

General. Please note the format!

General

LSE Salary settlement Union Contract v
LSE ELM PIV (Automatic) v
Tax Declaration ELM PIV (Automatic) v
Headquarter BS v
UID-EHRA-No. CH-400.3.035.896-2

UID-BFS-No. CHE-324.985.487

Last Day of Week Friday v

KLE Nummern-Serie erstellen

Open the Number Series using the search and enter a new number series. for ex. KLEO0O0000
The KLE number series must be stored in the Payroll Setup via Swissdec Setup - KLE Setup.

KLE Swissdec settings - Contact details for SUA certificate delivery
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Company contact with an email address and a contact person (usually the person responsible for payroll)
must be stored in Contact Person under the Settings tab.
This contact person is the recipient of the password, which is sent by registered mail.

1.6.2.3 Required fields in the Employee card

Tab Statistics - Structure of salaires LSE

The three fields Employment contract, Education and Occupational status in the Statistics tab in the
Employee card must be filled for the transmission of loss events. These fields are otherwise also required for
the LSE (Swiss wage structure survey of the Federal Statistical Office).

With the Employment Contract story, these three pieces of information are transmitted in addition to the
other information of the person’s employment contract like the dates of recruitment and resignation for

fixed-term contracts, monthly wages, 13th monthly wage information, part-time employment level, role,
etc.

Tab Personal details - ZIP City
Foreign postal codes must not be entered with a letter. D-12345 will lead to an error in claim notice sub-
mission.

Tab Job - Role - Date of resignation for temporary employment

The information about the person’s contract also includes role assignment. It is specified in the Accident
card.

In the case of a temporary employment, the date of resignation can already be recorded. If it has not yet
been entered in the Personnel card at the time of claim notice submission, the insurer will make an inquiry
in the case of a claim with daily benefits.

Tab Salary - Monthly parts
Monthly parts are required for reports on employee’s working hours lost to control the maximum monthly
hours (number of weekly hours*52 weeks in a year/12)

1.6.2.4 Salary type management/Salary type assignment

For the insured earnings to be calculated, relevant categories must be assigned in the Absences tab to all
wage types subject to UVG that are required for reporting to accident insurance company of KTG insurer. =>
see Accident Details

The composition of insured earnings can vary from insurer to insurer for a specific event and also de-
pending on the configuration. This means that the insurer has ultimate control over the amount of insured
earnings. In case of any ambiguity during wage types setup, the customer must contact the insurer them-
self. Therefore, no daily allowance is calculated with KLE, but the insurer is provided with the basis for
calculating the insured eamnings. Current and/or past wage components are taken into account. This basis
for calculating the insured earnings is either used by the insurer directly to calculate daily allowance or they
can determine the insured earnings relevant for calculating daily allowance using the data received. => KLE
Guidelines - Swissdec www.swissdec.ch CH Service Standard Guidelines (KLE)

A filter for salary types subject to UVG can be used to quickly display all salary types, which may have to be
set up accordingly.
Attention: Family allowances are also part of the insured earnings.
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The sums of wage types are combined in different wage bases due to their character.

=> open salary types, use Personalize to insert fields Accident details, Accident insured earnings and KLE
salary type of working hours lost due to accident.

The salary types can be quickly filled in via Manage - Edit list.

Demage Detail
Possible selection fields in the Accident details field:

A - Main Salary

B - Family Allowance
C - Vacation and Holiday Allowance
D - Other Salary Allowance

E - Bonus and 13th Payment

Damage insured salary
There are two different ways of considering wage types: expected (also called current) and retrospective.

Basis flr den versicherten Verdienst

Riickwirkende Betrachtung Aktuelle Betrachtung
Zeltachse
1 Jahr vor dem Ereignis Aktueller Monat
Unregeimassige Zulagen (Schicht, Monatslohnund regelmassige Zulagen
Uberzeit, Provision usw.) oder hochgerechnet auf das Kalenderjahr.
Stundenlohn

An example with current consideration of salary types (expected, regularly recurring wage
components)

Current consideration relates to the part of the income that a person earmns immediately before the event. It
applies to all persons receiving monthly salary. This means that SwissSalary takes wage data from the month

of the event. Depending on the information stored in the refunding of absences, the required wage types
are multiplied by 12 or 13 and totaled.

An example with retrospective consideration of wage types (irregular wage components)

SwissSalary calculates 12 months backwards from the month before the event occurred. For a shorter period

(employment <12 months), SwissSalary will make a 365-day offset.
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Beware of wage increases that have not yet been posted at the time of reporting. They are not taken into
account. Entries in the ‘Timemachine’ are currently not recognized either. Child allowances not yet been
paid because the allowance notification has not yet been received will not be taken into account if they are
set to inactive. => see Chapter Special cases - Manual additional payments

KLE salarye type of working hours lost due to accident

Working hours lost are individual absences of a person at least partially able to work related to the insured
event (e.g., doctor appointment, physiotherapy). Working hours lost can be reported in Hours with an
additional wage type, e.g. Paid absence or Paid brief absence. The box below must be checked for this
wage type:

Exact information about reporting working hours lost => Special cases - Working hours lost

1.6.2.5 Special case of 13th/14th Payday Salary type

For payroll processing of hourly and monthly wages, SwissSalary uses the same wage type to calculate the
13th Payday. The wage type would have to be set up as retrospective for hourly wages and as expected for
monthly wages. For the insured eamnings to be calculated correctly, the salary type MUST be set to
EXPECTED. A retrospective calculation is automatically done when a claim is submitted for an hourly-paid
employee. The salary type for the 14th Payday pay is treated in the same way and is also expected to need
to be set up.

1.6.2.6 SUA certificate release

In the Payroll Setup - Swissdec - Setup - General, a separate certificate (Swissdec company authentication)
must be stored for all clients. Before this process is triggered, some facilities (number series, contact details
for the delivery of the password, UID-BFS number as well as customer and contract number insurer etc.)
must be checked in the Payroll Setup. see also KLE Facilities wage Payroll Setup.

When the certificate is ordered, the information in the company data is also sent. Therefore, the information
on the ELM insurance profile must match the company data => search company data, in case of
discrepancies, this information must not simply be overwritten! => contact Suva branch and change the
data there if necessary.

If all the information is stored correctly, the following must be set up in the Swissdec setup menu:
- Enter KLE & SUA Distributor URL => Swissdec Setup => Restore KLE default & Restore SUA default
- Renew certificates => General — Certificates — Process - Update certificates => KLELIVECLIENT is
added
- Get SUA UID certificate (SUA) => Swissdec settings — General — Get SUA UID certificate (SUA) =>
Password dispatch is triggered, term 1-2 days.

=> new certificate SUAxxxx was provided in Certificates with assigned client name for later entry of
the password

After receiving the password, proceed as follows:

o Acquire SUA password with hyphen => Swissdec Setup - General Certificates (select password to retrieve
certificate on the letter).

e Get UID certificate (SUA) again => General

e Successful process is confirmed => column Certificates is checked.
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The ordering process description is very technical and serves for information purposes only. It describes the
processes behind the order.

With the Get UID certificate (SUA) feature, the client to be set up sends a certificate template to Swissdec
with our PrivateKey. Swissdec accepts it and records your PrivateKey. The unsigned certificate is then sent
back and saved in the certificate table. A password is emailed at the same time. As soon as the password is
entered, the certificate template can be signed with Swissdec.

The password must be entered with a hyphen and resent using the Get UID certificate feature. The certifi-
cate is sent back to Swissdec, with the password. Only now does the signed certificate template return. A
correct UID PKCS12 certificate is created from it. Only from this point on can the certificate be used for
communication with ELM V5.0, KLE and SUA.

The certificate is valid for one year. SwissSalary notifies early enough about its expiration and that it must be
renewed. If a new case is reported during this time, it is automatically extended by one year. If a SWS KLE
management task queue is set up, it prevents the certificate from expiring.

IMPORTANT: If the passwords are set up in multiple clients, the password must always be stored in the
relevant client via the Swissdec settings.

1.6.2.7 Task queue setup

A task queue can be set up in the Payroll Setup - Swissdec - Setup - KLE Setup => Auto-Sync should be
activated. CodeUnit 3049410 SwS KLE Management

Only in the case of cases that have already been reported, those cases that contain a new story (for
example, per diems) are displayed in the open cases after synchronization has taken place. This facilitates
the overview of the open cases that still need to be processed.

We recommend setting the start time to 4:00 a.m. and the number of minutes between synchronizations to
24 hours. Synchronization takes place one time daily during the week. Important, only those cases are
synchronized where the insurer wants to deliver daily allowances or other stories. For this purpose, a
column 'Synchronize with next auto-sync' can be displayed in the case overview.

1.6.2.8 KLE claim recording via SwissSalary Direct Self-Service Portal

SwissSalary Direct und Schadenmeldung KLE
Settings in SwissSalary Direct Admin Dashboard

The setup of KLE in SwissSalary Direct is done in three steps:

1. Requirements and settings for KLE claim reports via SwissSalary Direct
KLE features in SwissSalary Direct are only available with version 5059.000. After SwissSalary update is
complete, KLE-Synch must be activated in SwissSalary Direct settings. A synchronization with SwissSalary
Direct is required afterwards so that other settings can be adjusted in the Admin Dashboard SwissSalary
Direct.

2. Settings for KLE claim recording in the Dashboard of SwissSalary Direct (Self Service-Portal)
Another mandatory requirement is multi-factor authentication set up for SwissSalary Direct. It is only
available in the Advanced version. Select the EDIT function in the Admin Dashboard, check the KLE box
and the ‘Force two-factor option and save the changes. Only now the KLE functions can be viewed by
employees..
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3. Synchronization without "Last synchronized on" date
After all setups have been made in the SwissSalary and SwissSalary Direct admin dashboard, the "Last
synchronized on" date must be removed in the SwissSalary Direct setup in SwissSalary and the
"Synchronize" function must be performed under Process. Only now the KLE functions are visible for all
employees.

1.6.3 Overview of all KLE cases stories

For more details, see Chapter 5 Reporting a new event - KLE case stories in detail and Other story parts in
detail.

Company's stories for the insurer

Notification Registration is the first company’s notification of the insurer. It
initiates the process between the company and the insurer. .

Incapacity to perform duties | A complete history of incapacity to perform duties is always
submitted here. Depending on the configuration, a change can
be a correction (e.g., the incapacity degree is changed for a
period of time that has already been reported) or an extension
(e.g., the duration of the incapacity is extended).

Return to work This part is only required directly by the insurer and cannot be
initiated by the company. The return to workis filled in by the
company in the Incapacity to perform duties story.

Medical treatment Registration of the first doctor/hospital attended; other contacts
can be recorded for follow-up treatments.

Otherinsurers Information about other insurances with a different or additional
entitlement to benefits at the time of the event is determined in
this part.

Payment details The company’s or the insured person’s payment details are trans-

ferred in this part.

The insurer usually transfers daily benefits to the company’s pay-
ment address known to it. Therefore, this story can only be used
on request or when payment details have changed.

For person’s payment details:

Notification of payment details including the date when the
insur-er's daily allowance should no longer be paid to the
company, but should be paid to the person.

Working hours lost Absences are individual working hours lost by a person at least
partially able to work related to the insured event (e.g., doctor
appointment, physiotherapy).

Accident description Notification of accident (type, course and injury).

Dialog The Dialog feature is used to exchange simple messages (similar
to SMS or e-mail) between the insurer and the company. This
story triggered by the company is one-sided and does not require
any replies.
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Attachments

File transfer, e.g., work incapacity certificates, etc.
Available formats: *.pdf, *.png, * jpeq, *jpg, * tif, *bmp

Other story parts

Employment contract

Additional information on the person’s employment contract is
submitted in this part. The contents of fields Employment
contract, Education and Occupational status that are required for
the WSS (Swiss wage structure survey of the Federal Statistical
Office) come from the Statistics tab.

Salary data

If there is an incapacity to perform duties, wage data is requested
and must be submitted along. Daily allowance calculation is
based on the correspondingly set up and supplied wage types or
their posting. See also Chapter One-time setup - Salary types

Short-time work

Notification in the event of short-time work.

Special code

Individual codes can be reported or requested in this part for a
wide variety of purposes as agreed between the insurer and the
company. For example, evaluation related to the company’s
internal cost centers.

Other employers

The company will only send this story to accident insurer if the
insured person was employed by one or more other employers at
the time of the event.

Salary raise

This story can be used to report salary raises in the course of an
event. In many cases, a salary raise during incapacity to perform
duties does not lead to an adjustment of daily allowance amount
due to legal or contractual provisions. In case of doubt, the
insurer can be asked via a dialog whether the report is necessary
at all prior to reporting a "Salary raise”.

Changed personal data

This story can be used to report, e.g., address change, marital
status, in the course of an event.

Family member

This story can be used to report to the accident insurer that the
person is a special case with regard to the category of the in-
sured.

Voluntary entrepreneur in-
surance

This story can be used to report to the accident insurer that the
person is a special case with regard to the category of the insured.

Agreement

This story can be used to report to the accident insurer that the
person is a special case with regard to the category of the
insured.

Process change

Process change can be used to close or cancel an event reported
by the company. A case may NEVER be closed or canceled dur-
ing the course of a claim if the insurer is not informed.

Insurer’s stories for the company
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Daily allowance This is the detailed daily allowance statement.

Daily allowance amount This story is used to report daily allowance amount in the course
of an event.

Dialog This story mostly requires a response.

Repayment Daily allowance corrections that require a refund to the insurance
company.

Buttons that are not active or not displayed at all

Depending on which type of message is recorded, the necessary buttons are shown and/or hidden. In
addition, the dialog button, for example, is also greyed out if the insurance company is not able to receive a
dialog.

1.6.4 Reporting a new event
1.6.4.1 Progress: Process status - Case accepted - Comments

During the entire business process — from the notification about the event up to the end of com-
munication — the insurer provides the company with various status reports showing the insurer’s current
status. The company can understand this way the process sequence for each event.

Response status
The response status is either accepted or rejected.

Process status
» Notification received: the report is registered. If the event was not correctly registered, no status can be
retrieved and the report must be sent again.

» Check declaration: The insurer must complete the documents and get information from the company to
clarify any open questions. The “Check declaration” status remains active until the documents have been
completed.

» Verify entitlement: All documents received; the insurer is now reviewing the claim. However, if, for
example, a clarification with the insurer's medical officer is required, the “Verify entitlement” status
remains active until the insurer can decide on the entitlement to benefits.

» Execute claim: If the insurer affirms the obligation to provide benefits, the “Execute claim” status remains
until the communication is closed. If the event is reactivated by the company or if there is an objection, if
new findings emerge that cause the insurer to re-examine the obligation to provide benefits after the
closure, the status can be set to “Clarification”, “Verify entitlement” or right to “Entitled to benefits”.

» Communication closed: The benefits covered have been provided to the company in full and the public
process has been closed.

» Reactivate: Basically, each participant can reopen communication by sending a story, provided that there
is still a contractual relationship. The event remains accessible for at least 24 months after the last closure
of communication. Depending on the situation and according to the story, the insurer will set a new
status.

Case accepted
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The company is informed about event acceptance by the insurer by means of the acceptance status. It
usually says Unknown at the beginning of the process; it can later change to Yes or No in the course of the
process.

Comments

In addition to the Process and Acceptance status, the insurer can also provide a comment. Comments is a
free text field. The insurer informs in this text field, for example, that the case cannot yet be accepted
because important documents are still missing.

1.6.4.2 Reporting a new event

Registration (notification) can be used by the company to report an event to the insurer with a minimal
data record, even if the event date is still missing.

This way, the company can report the event promptly and receive claim number (insurance case ID) from
the insurer.

A new accident event can be reported as follows. (lliness cannot be reported at the moment.)

=> open the relevant employee in the personnel list and open a new case via Personnel - KLE Case
Management.

Select New accident in the menu above and fill in the data in the General menu.
If an incorrect incident date has been reported by mistake, it can be overwritten and transmitted again. The
case is only activated by the insurer when a complete report is submitted (all mandatory stories).

In an additional hint by means of a 'dialogue' story, the reason of the mutated incident date could be
announced.

Field description

General Explanation - Action Informationen

Incident date type Being clarified - approximate - Depending on whether the
exact, select corresponding inci-dent date is known at the
situation time of reporting with ‘Being

clari-fied’, the story Accident
de-scription and Incapacity to
per-form duties is not possible.

Incident date Record accident date or leave Record the accident date or
blank if not yet known leave it blank, if it is not yet
known when the incident date
type is ‘exact’ or ‘approximate’,
a date is required.

Type of accident Select the corresponding type - Accident BU - Accident NBU
- Occupational disease

Seite 89



Work hours

No incapacity to perform
duties

Recurrence date

Recurrence case with the

same employer

Recurrence after the
change of employer

Test case

Sync with Direct

Irregular - regular

This is also explained in menu
One-time setup - Wage type
man-agement / Wage type
assignment

Not activated by default =
Accident with incapacity to
perform duties

new, later date, after the initial
inci-dent date

Select the corresponding case

... Select will take you to the com-

pany’s UVG insurance details. En-
ter the claim number of another
insurance company in the Recur-
rence insurance case ID field

Active by default and must be
deactivated for reporting

Case is synchronized with
SwissSalary Direct.

- Death BU - Death NBU

An hourly wage earner is usual-
ly set to irreqular. However, if
s/he has individually agreed
weekly working hours, ‘reqular’
must be selected so that the
contractually agreed wage,

and not the actual wage bill for
the last 12 months, is reported.

Monthly wage earners are set
to regular.

Must be set to inactive if it is a
minor accident without
incapac-ity to perform duties.

Only required in the event of a
report on recurrence.

Selection of all the employee’s
reported cases.

In the event of a recurrence,
the insurance company that
was the service provider for the
base case must pay for it.
Therefore, enter the ‘old claim
number’ here.

Can be used for training and
testing purposes. No claim is
opened for an insurer.

SwissSalary Direct Self-service
Portal must be set up

If SwissSalary Direct is used, the new case can be sent to the SwissSalary Direct Self-service Portal by
checking the ‘Synchronize with Direct’ box in the General menu, so that the person who has had an
accident can view the event report and possibly add to it. The claim number (see the Insurance Claim
column) is displayed in the overview. This number can be provided to the medical contact and used to
obtain medicines from a pharmacy.

The event report can then be submitted. However, we recommend filling in information also for stories
'Incapacity to perform duties’, ‘Medical treatment’ and ‘Accident description’ and, if available, also send work
incapacity certificate. The view at the bottom of KLE Case Stories will then change to ‘confirmed".
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Reports without an exact incident date can also be submitted. The Case synchronized confirmation
message appears.
The report is confirmed with its claim number (insurance case ID) filled in Insurance details (right window).

After the initial report, the insurer may request other parts. They are marked in red and have a deadline.
These parts are stories that the insurer dynamically requests from the company over the course of the case.
Missing information must be filled in via different stories and re-submitted.

While parts have not yet been transmitted, they can be deleted via ‘Manage’ in case stories. If an incorrect
incident date or wrong incapacity to perform duties has already been reported, stories may no longer be
deleted.

=> For more information on stories, see chapter Overview of all KLE cases stories and KLE case stories in detai

1.6.4.3 Event notification without incapacity for work

For a report without incapacity for work, the slider 'no incapacity for work' must be activated in GENERAL.
No wage data is requested.

*After transmission, the insurer nevertheless requests the story 'incapacity for work'. This can simply be
overwritten with 0% and transmitted again.

*With the message alone, it is not yet apparent to the insurer whether a work incapacity exists or not. Even
if the slider 'no work incapacity' was activated.

1.6.4.4 Claim reporting via SwissSalary Direct Self-service Portal

With version 5059.000, a new event can be reported by the person involved in the accident via SwissSalary
Direct Self-Service Portal. For more information about system requirements and settings, see Chapter ‘One-
time setup’ — KLE claims recording via SwissSalary Direct Self-service Portal.

A case recorded via SwissSalary Direct Self-Service Portal is automatically displayed in the KLE cases
overview under NEW. The case can now be edited, supplemented and then submitted to the insurer. If a
synchronization is then carried out with SwissSalary Direct, the claim number is displayed for the employee
who had an accident in the Self-service Portal (see the Insurance Claim column). This number can be
provided to the medical contact and used to obtain medicines from a pharmacy.

If a reported case is modified or supplemented in SwissSalary Direct Self-service Portal by the employee
who had an accident, the changes are only displayed in the case after synchronization with SwissSalary
Direct. There they may have to be checked again or supplemented before they can be submitted to the
insurer.

Important: Such incoming mutations or new stories are NEVER sent automatically to the insurer (not even if
Auto Synch is activated, only the cases already reported are automatically synchronized => see Task queue
setup).

1.6.4.5 KLE case stories in detail

Other KLE case stories must be filled in after the initial report if it has not already been done.
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Stories marked with * are provided with more details according to the table.

Story - Name

Incapacity to perform duties

*Return to work

*Medical treatment

*Other insurers

Payment details

*Working hours lost

*Accident description

*Dialog

Use for accident

Only required in the event of in-
capacity to perform duties. Up to
date can be left open. Record
later incapacity to perform duties
that changed and submit again.

Return to work is recorded here.

This part is only required directly
by the insurer and cannot be
filled. The return to work is filled
in the Incapacity to perform
duties story.

The first doctor or hospital at-
tended (initial contact) and other
contacts. (Follow-up treatments)

Information about other insuranc-
es with a different or additional
entitlement to benefits at the
time of the event.

Usually known already and does
not need to be provided. Only
when an employee resigns or
when the company has new bank
details.

Only report if the company ex-
pects compensation and the in-
surer provides for it.

Mandatory requirement that can
only be filled in with an exact or
an approximate accident date.

Used to exchange simple mes-
sages (similar to SMS or e-mail),
tasks between the insurer and the
company.

Use for KTG

Only required when registering
birth benefits with indication of
the birthdate.

The first doctor or hospital at-
tended (initial contact) and other
contacts. (Follow-up treatments)

Information about otherinsuranc-
es with a different or additional
entitlement to benefits at the
time of the event.

Usually known already and does
not need to be provided. Only
when an employee resigns or
when the company has new bank
details.

Only report if the company ex-
pects compensation and the in-
surer provides for it.

none

Used to exchange simple mes-
sages (similar to SMS or e-mail),
tasks between the insurer and the
company.
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Attachments PDF file transfer is possible. E.g., PDF file transfer is possible. E.g.,
work incapacity certificates, etc..  work incapacity certificates, etc.

Return to work

If necessary, this part is only required directly by the insurer and cannot be filled. The Return to work can be
filled in by the company in the Incapacity to perform duties story only.

If the ‘Return to work’ story is required by the insurer, the Return to work field features the options below:

e Started work
Record the date activities were effectively resumed in full.

e Expected reinstatement
Expected last day of incapacity to perform duties if an approximate date is already known.
Otherwise use Estimated reinstatement.

e Estimated reinstatement
If activities have not yet been fully resumed and no reinstatement date is known, the expected
duration of the entire incapacity to perform duties should be stated (estimate). => Expected duration
of incapacity to perform duties selection unknown, up to 30 days, more than 30 days.

Medical treatment

If the first doctor or hospital attended was initially reported incorrectly, another doctor/hospital can be
reported as the initial contact during subsequent reporting. The initial contact is marked correspondingly
with a cross when the box is checked. Other contacts can be recorded. However, there is only one initial
contact.

Other insurers
Information about other insurances with a different or additional entitlement to benefits at the time of the
event is required in this part.

e SUVA

e Other obligatory accident insurer
e Daily sickness benefit insurer

e Disability insurance

e AHV

e Occupational pension fund

e ALV

e Maternity insurance

e Other

Working hours lost

Absences can be reported or... requested in this part. Absences are individual working hours lost by a person
at least partially able to work related to the insured event (e.g., doctor appointment, physiotherapy). => also
see Special cases - Working hours lost

Accident description
Event date and description
In the event of an occupational accident, the subject matter concerned can be added to a free text field.

In the event of a non-occupational accident, the last working day before the accident must also be
reported and the activity during which the accident occurred must be stated.
In the event of an occupational disease, the time of the accident does not have to be recorded.
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In the event of death, the date of death must be stated and whether it was an occupational accident or a
non-occupational accident. In the event of a non-occupational accident, the last working day before the
accident must also be reported.

In the event of a recurrence, the insurance case ID (claim number) of the insurer covering the event that the
relapse is based on must be specified (base case). In addition, the recurrence date must be provided.

Affected body parts

If left, right or both sides of the body are selected, the affected body parts must be selected under Assigned
body part and the type of accident must be determined.

If Unassigned body area applies, it should be selected from the Unassigned body part list. E.g., heart.
Further information can be provided in the Other type of injury field.

=> see also Special cases - Reporting accidents with unassigned body parts

Dialog

The dialog is used by companies or insurers for notification and appropriate response. It is used to send
simple messages (similar to SMS or email), tasks, up to simple standardized form templates (e.g., job
description).

Delete stories

Stories that have not yet been submitted can be deleted.

If the KLE case has the status "created", the associated stories are also deleted when the declaration is
deleted in the UVG and/or UVGZ area.

1.6.4.6 Other story parts in detail

Other components like job information (employment contract), wage components (wage data), other
employers, etc. can be selected via Stories - Other story parts.

Tab GENERAL Use for accident

Additional information on the per-
son’s employment contract is
submitted in this part. The contents
of fields Employment contract,
Education and Occupational status
that are required for the WSS (Swiss
wage structure survey of the
Federal Statistical Office) come from
the Statistics tab.

Employment contract

Annual wage data (based on
insured earnings) is recorded in this
part. If there is incapacity to per-
form duties, wage data is filled in.

Salary data

Short-time work This story can be used to report to
the insurer that the person is on

short-time work.

Use for KTG

Inquire if the insurer requires this
information..

Annual wage data (based on insured
earnings) is recorded in this part. If there
is incapacity to perform duties, wage
datais filled in.
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Special code

Other employer

Salary raise

Changed personal data

Other special cases
Tab SPECIAL CASES

Family member

Voluntary corporate
insurance

Interim accident
insurance

PROCESS CHANGE tab

Individual codes can be reported or Individual codes can be reported or

requested in this part for a wide requested in this part for a wide variety
variety of purposes as agreed be- of purposes as agreed between the
tween the insurer and the insurer and the company. For example,
company. For example, evaluation  evaluation related to the company's
related to the company’s internal internal cost centers.

cost centers.

The company should only send this The company should only send this
story to accident insurer if the story to accident insurer if the insured
insured person was employed by person was employed by one or more
one or more other employers at the other employers at the time of the
time of the event. event.

A salary raise is taken into account
in the UVG if the requirements of
art. 23.7 UW (Accident Insurance
Regulation) are met:

If the therapy has lasted for at least
three months and the insured per-
son’s wages were increased by at
least 10 percent during this time,
relevant wages will be
redetermined for the future.

If data on the Personnel card is If data on the Personnel card is changed,
changed, a report may have to be  areport may have to be sent to the
sent to the insurer. It is currently insurer.

impossible to send reports from the
Time Machine.

Normally, this story does not have to be reported by the company. A report is
only necessary if the “Special case” situation applies and if it is an accident.

The story provides information about special cases in the area of the category
of the insured.

The story provides information about special cases in the area of the category
of the insured.

The story provides information about special cases in the area of the category
of the insured.

If the event is settled from the company’s point of view, Company incident
information can be closed or canceled via Process change. A case may NEVER
be closed or canceled during the course of a claim if the insurer is not
informed.
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1.6.4.7 Claim notification UVG as PDF

The claim notification can be printed in the overview of reported cases via 'Open insurance cases'. The
pharmacy certificate for the purchase of medication is no longer required. It is sufficient to enter the claim
number, which can be found at the top right of the claim form.

If several injuries are recorded, only the main injury, i.e. the injury recorded first, is printed on the claim form.

With the 5062.00 update, the sickness and accident card can be sent to the injured person when it is
created and printed out with SwissSalary Direct and can therefore also be filed in the personnel dossier.
The report ID of the claim notification must be entered in the document structure of the dossier for filing in
the dossier. => Document management setup - 3049413

1.6.4.8 Claims notification UVG, Sickness & accident card sent via SWS Direct with filing in the
dossier

When preparing the UVG claim notification or the sickness and accident card for printing, it is possible to
send the documents to the employee via SwissSalary Direct. The prerequisite is the existing use of
SwissSalary Direct.

For correct filing in the dossier, the report ID of the corresponding reports must be entered in the
document structure of the dossiers. => Document management setup: 3049413 for the UVG claim
notification and 3049410 for the sickness and accident card.

1.6.5 Adding to, changing reported events
1.6.5.1 Adding to, changing story

Events that have already been recorded are listed in KLE case list and displayed using a filtered view. Case
No, name and personnel number, type of accident, incident date and report status.
Created, reported or closed cases are displayed in Status depending on filter settings.

Personalize is used to show other columns and apply extended search features with filters. => see also
chapter ‘Search - Filters - Personalize’

After the initial report, the insurer may request other parts that must be completed and submitted within a
fixed period. They are marked red. For example: Accident description, Medical treatment, Employment
contract, etc.

Then the confirmation message Case synchronized appears and Status changes to confirmed.
While parts have not yet been transmitted, they can be deleted via ‘Manage’ in case stories. If an incorrect

incident date or wrong incapacity to perform duties has already been reported, stories may no longer be
deleted.
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Chapter Special cases - no incapacity to perform duties despite initial report - describes the procedure used
to correct incapacity report.

An incorrectly reported incident date can be corrected by simply overwriting it with the exact incident date.
Then the story has to be resubmitted.

1.6.5.2 Transmission logic

If a KLE case is open that contains stories that must be submitted, the following message is displayed:
"There are unreported stories".

If a KLE case is open in which no stories need to be transmitted, but there are other KLE cases that need to
be transmitted, the following message is displayed: "The insurer reports that other KLE cases should be
synchronized".

So that the receiving insurance company can communicate with the accident victim via the current
residential address, the residential address currently stored on the personal card is always transmitted with
KLE, even if the residential address was a different one at the time of the accident.

If the status of the KLE case remains "reported" because, for example, only the UVGO but not the UVGZ
stories could be transmitted, the status is automatically set to "reported" before the next synchronization if
all UVGZ stories have been deleted beforehand. A new independent KLE case can then be created to report
the UVGZ case.

1.6.5.3 Maedical treatment

To report a medical contact (service provider), you can search for a doctor or an organization (hospital) via
the Medical treatment story. KLE is linked to refdata.ch specifications. If no contact is found or a foreign
contact has to be recorded, the procedure below can be used:

If it is a domestic service provider, the relevant contact must first be found via Partner-refdatabase (GLN) -
Refdata and the GLN number should ne quoted along with the address and telephone number. A new data
record for a non-existent contact can be entered via the search feature using NEW. Service provider's name,
postal code and location must be provided.Foreign service providers have no GLN numbers. In this case,
enter as much additional information as possible like email address or phone number. GLN number
indication for domestic service providers is not absolutely necessary, but it is helpful for insurers and
reduces the number of requests in case of uncertainties.

1.6.5.4 Transferring daily allowance statement to the Report journal and printing it

After the report the insurer first sends a report with daily allowance rate, which is often provision-al. Then
the message with the daily allowance is shown in red. If you click daily allowance story, the detailed daily
allowance statement opens.

Daily allowances can be automatically transferred to a Report journal. => Transfer to Report journal’. Only
then the story’s red color changes.

When daily allowance is transferred to the Report journal, both wage type and the journal must be selected
and whether the benefit is to be transferred in whole or on a daily basis.

Daily allowance statement can be created and printed out with all personal details or anonymized for
accounting purposes.
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=> via Print daily allowance statement

The creation of a daily allowance statement in French, Italian or English can be influenced by changing the
system language in the 'My settings' menu or by selecting the language directly in the print menu -
Advanced.

Daily allowances with hospital deduction

The deductions for hospital services can also be reported with an individual wage type for ‘Daily
allowance wage type (reduction) when transferred to a report journal. A wage type intended for this
purpose (salary types Expense type, Positive calculation type) must be positive for the calculation
type, since the deductions flow as negative from the accounting and are therefore recorded as a
deduction in the Report journal.

The journal import type must be set to ‘daily (exact)".

1.6.5.5 Creating report (Accident card/Medical record) - Sending as attachment to the in-surer

Accident certificate or medical record can be created using Report and provided to the employee.

In the event of prolonged incapacity to perform duties, the doctor must regularly confirm employee’s
incapacity to perform duties in this record. The changed card can then be sent to the insurance company as
a story via Navigate - Attachment.

The document can either be selected from the Personnel file or another file location. It depends where the
completed document was filed.

Important: Medical certificates and accident certificates will no longer need to be sent to SUVA when data
is transmitted and claims are processed via KLE. By means of a written statement that SUVA addresses to the
company after the first reported accident with incapacity to perform duties, the company under-takes to
provide all medical certificates or keep accident certificates/accident cards and submit them on request.

1.6.5.6 Incapacity to work after minor notification

If an incapacity to work occurs in a case that has already been reported without incapacity to work, the
slider 'no incapacity to work' must be deactivated in the GENERAL tab. This is followed by a note Transmit
annual salary and employment contract'. To add the two story parts, either click on this note or select the
employment contract and the annual salary via the selection 'Stories' - other story parts. Then click on the
'Annual salary' story and also activate the slider *'Send after notification without incapacity to work anyway'.
This is the only way to send the annual wage information after a report without incapacity for work.

*As of version 5061.003, the wording 'Send anyway if no work is lost' will be changed to 'Send anyway after
notification without incapacity for work',

1.6.5.7 Incapacity to perform duties - Return to work

Incapacity to perform duties due to an event must always be reported in full. If in the meantime there is full
capacity to perform duties, this period of time must be reported as 0%. Depending on the configuration,
a re-submission (change) can be a correction (e.g., the incapacity degree is changed for a period of time
that has already been reported) or an extension (e.g., the duration of the incapacity is extended).
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If the insured person has reached full capacity to perform duties, a reinstatement date must be set. The day
of the return to work and the full capacity to perform duties must be one day later than the date the
incapacity to perform duties lasted to.

1.6.5.8 Sending work incapacity certificate

A work incapacity certificate can be sent to the insurer in an existing case. It is then automatically saved in
the employee’s file. A precondition is that the work incapacity certificate is saved somewhere as a PDF file.
E.g., in Explorer

If the work incapacity certificate has already been saved in the file, it can also be accessed in the KLE Case
via Navigate - Attachment and the document can be selected.

A new case story is automatically prepared upon exit from document selection. => Attachment. This way,
work incapacity certificate can be sent to the insurer.

Do not forget to submit and transmit the duration of incapacity to the Incapacity to perform duties story to
be worked on based on work incapacity certificate.

Important: Medical certificates will no longer need to be sent to SUVA when data is transmitted and claims
are processed via KLE. By means of a written statement that SUVA addresses to the company after the first
reported accident with incapacity to perform duties, the company undertakes to provide all medical
certificates or keep accident certificates/accident cards and submit them on request.

1.6.5.9 Employer and insurer dialog

The dialog is used by companies or insurers for notification purposes. It is used to send simple messages
(similar to SMS or email), tasks, up to simple standardized form templates (e.g., job description). It is created
using the Dialog story.

There are two types of dialog stories. ‘Story by company’ and ‘Story by insurance company’ are initialized.
The second story usually requires a response (if a deadline is set). However, the first story by the company is
one-sided and does not require any replies from the insurer.

An example of a dialog initiated by the company:

The menu can be closed after the title (this information must be entered) and the text in ‘Query/Cover
note’ have been entered. A new ‘Dialog’ line appears in the Overview of KLE cases stories that must now be
submitted.

Story initiated by insurance company:
This message requires editing. Once the response has been recorded, the menu can be closed and the story
transmitted.

If further dialog stories need to be entered, a new one can be entered either via an existing dialog. Click on
=>new in the top left corner of the dialog, a new dialog window appears. Or on the KLE Case Story
overview => Stories - Select dialog. An existing dialog story that has already been reported can no longer
be changed or added to.

Dialog message in a closed case
A closed case now allows a dialog story to be transmitted. The case is thus reopened (change from status
"closed" to "reported.
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1.6.5.10 Closure of the event by the company/Process change

If the event is settled or was incorrectly reported from the company’s point of view, Company incident
information can be closed or canceled via Process change. In case cancellation, it is advisable to enter a
comment.

Regardless of this, the insurer can stop or continue communication.

1.6.6 Special cases
1.6.6.1 Return to work

In this part, information about the actual or expected full return to work is identified. It is ONLY required by
the insurer and cannot be actively created by the company. For example, in the event of a longer incapacity
to perform duties, the insurer can get an idea of the progress by re-questing this story.

=> No incapacity to perform duties is only selected if, contrary to the information provided during
registration, there was no incapacity to perform duties at all.

If the company wants to notify about the reinstatement date, it should be done via the Incapacity to
perform duties story. See also ‘Adding to reported events - Incapacity to perform duties - Re-turn to work’
The day of the return to work and the full capacity to perform duties must be one day later than the date
the incapacity to perform duties lasted to.

1.6.6.2 Recurrence with the same employer

If an employee suffers a relapse, the insurance company that was already the benefit provider for the basic
case must pay forit. Select accident type relapse BU or relapse NBU, if not known whether BU or NBU, select
relapse BU.

If the original accident has already been reported via KLE, the basic case can be selected in the relapse case
field. If the basic case has not yet been reported with KLE, the claim number must be entered manually via
the info box on the right Insurance details - Edit claim number. Another way to enter the claim number s to
select Actions - Edit claim number.

If this information is missing, the claim number can be requested via the SUVA claim number service. Suva
claim number service

1.6.6.3 Recurrence when the employer changed

If an employee suffers a relapse, the insurance company that was already the benefit provider for the basic
case must pay forit.

An accident with the accident type relapse NBU or relapse BU must be created. The original claim number,
the third-party insurance number (see data Recipient Swissdec) and the name of the third-party insurance
can be entered in the insurance details.

Because the current employer either does not have a contract with the responsible insurance company or
has a different contract no., the "without contract" feature must be set to "yes" in the insurance details.
This does not apply if the basic and reversionary insurance is processed via SUVA.
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https://www.suva.ch/de-ch/unfall/fuer-leistungserbringer/schadennummer-service
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https://www.swissdec.ch/data-receiver

1.6.6.4 Missing incident report - No contract

It is possible that a third party reports an event to the insurer (e.g., a hospital sends a request for cost
reimbursement). However, the insurer has not yet received an incident report from the company. In this
case, the insurer requests that the company registers the event. In response, the insurer expects the
company to submit a proper claim notice of event if it is actually an event of this company’s employee and
the company has not yet reported this event to the insurer.

1.6.6.5 Multi-employer event

If an employee suffers an accident and works for several employers, only one accident insurance is to cover
all benefits according to statutory regulations.

In such a case, this can mean that an accident must be reported to an insurer the employer has no
contractual relationship with and thus no communication via KLE.

In this case, the registration with no contract described under Recurrence when the employer changed

applies.
1.6.6.6 Recording salary raise

In many cases, a salary raise during incapacity to perform duties does not lead to an adjustment of daily
allowance amount due to legal or contractual provisions. In case of doubt, the insurer can be asked via a
dialog prior to reporting a “Salary raise” whether a salary raise is even taken into account.

Please also note: A salary raise is taken into account in the UVG if the requirements of art. 23.7 UW
(Accident Insurance Regulation) are met: If the therapy has lasted for at least three months and the insured
person’s wages were increased by at least 10 percent during this time, relevant wages will be redetermined
for the future.

After a change in the Personnel card in the Wage tab a reference to the employee’s open KLE cases
appears.

In KLE Case Management, the Salary raise story must now be activated in the open case via Other KLE parts.
When you leave this page, the story will also appear in the overview of KLE case stories and must be
submitted again.

1.6.6.7 Manual additional payments

Manual additional payments are only necessary in a few cases. Wage data or annual wage story and
Employment contract story are sent along with the first claim case report with incapacity to perform duties.
Manual additional payments may be necessary in case of prolonged incapacity to perform duties. However,
the need to recalculate daily allowances must be clarified directly with the insurer.

Possible examples of manual changes to wages:

e special allowances that are not paid out until the end of the year, e.g., commissions that were not yet
known when the claim case occurred

e new allowances, e.g., local allowance that were not yet known when the claim case occurred

e Child allowances that were inactive at the time of the incident. If the Child allowances/Education
benefits correction wage type was used before the claim case, only these pay-ments are taken into
account in this case.
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1.6.6.8 TimeMachine

Entries in TimeMachine that affect wages are taken into account.

1.6.6.9 Changed personal data

It is required that some personal data in the Personnel card relevant to the insurer that was changed should
be reported to the insurer.
As soon as the change was entered, the following Function story can be initiated in the affected KLE case:

=> open the affected KLE case - Other KLE parts - activate the Changed personal data slider and submit the
story.

1.6.6.10 Accident report with unassigned body area

Accident report with unassigned body area

With release 5062.00 there are five different options for the body side. Unclear is a new addition. With the
selection unclear, the same as for right, left and both must be selected for the assigned body parts.

must be selected. With the selection unassigned, the assignment can only be made for unassigned body
parts.

ONLY VALID FOR VERSION 5061.001

If Unclear is selected for BODY SIDE, an element must still be selected for 'Assigned body part'. (From version
5061.003, the wording NOT ASSIGNED will be changed to UNCLEAR)

If no body part corresponds to the selection for 'assigned body part', a selection must be made for
‘unassigned body part', but this is only possible if no value is selected for BODY SIDE. An example of a body
part that cannot be assigned is the heart or a shock condition.

If none of the terms offered are selected for the accident type, a free text must be entered under "Other
injury type".

1.6.6.11 Reporting accidents with unassigned body area

Unassigned body area
If an injured body part cannot be assigned to either left or right side, ‘Unassigned body part’ can be
selected. An example of a body part that cannot be assigned is the heart or a state of shock.

If none of the terms offered is selected for the type of accident, a free text must be entered un-der “Other
type of injury”.

1.6.6.12 Employee’s resignation

If an employee resigns, payment details must be reported with the story. Further daily allowance payments
will no longer be made to the company but directly to the employee who resigned from the company.

For example, if the company reports a person’s payment details on July 19, 2017 with the Valid from date of
August 1, 2017, this means that the daily allowance for the duration of incapacity to perform duties is paid
to the company up to and including July 31, 2017 and to the person starting from August 1, 2017.
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A date of resignation is also recorded in the Personnel card. This change must also be submitted to the
insurance company with the Changed personal data story.

1.6.6.13 Working hours lost

Working hours lost due to accident

Working hours lost are individual absences of a person at least partially able to work related to the insured
event (e.g., doctor appointment, physiotherapy). Working hours lost can be reported in Hours with an
additional wage type, e.g., Paid absence or Paid brief absence. The box below must be checked in the
Absences tab for this wage type:

In contrast to incapacity to perform duties, there is no complete recording of working hours lost, because
they only occur in individual cases or... infrequently. No corrections can be submitted. If the reported
absences are incorrect, it can also be communicated via the Dialog story for clarification.

Once all working hours lost have been reported, the lost hours story must be selected in the current case,
reports must be loaded using the Fetch from SwissSalary feature and then submitted.

1.6.6.14 Incapacity to work after minor notification

see chapter 'Adding to, changing reported events'

1.6.6.15 No incapacity to perform duties notwithstanding initial report

If an accident with incapacity to perform duties was reported during registration and it later turns out that it
was a mistake, the case can be reported again after activating the No incapacity to perform duties slider. All
data in the Incapacity to perform duties section will be deleted. => see message

1.6.6.16 Reduced wage base due to previous accident or illness

If a new incapacity to perform duties occurs as a result of an accident shortly after an event with daily
allowance (e.g., after 6 weeks of full capacity to perform duties), persons with wages that are only
considered retrospectively have the following challenge in submitting the correct wage base for
calculating the new daily allowance:

1. If the person received 100% continued wage payment (monthly or hourly wages) during the previous
event, there is no problem for the calculation of insured earnings for the new event.

2.If, on the other hand, the insurer’s daily allowance is only transferred to the person every month as a
result of a longer event, this benefit is not included in the insured eamings base. Missing wage
components can be added manually if the insured earnings cannot be deter-mined from the master data.

1.6.6.17 Daily allowance refund

In the event that the insurer reclaims payment from the company for various reasons, the insurer sends the
repayment request as well as a statement of benefits. The company has the possibility to process the
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payment with the information contained therein. This process is not yet automated. Manual information
must be triggered to the accounting department.

Open repayment and with the function mark as paid the red mark disappears in the overview of KLE Case
Stories. Nothing else is processed in the background!

1.6.6.18 Calculation of hourly wages with regular working hours

Hourly wage type is set up retrospectively in the ‘Accident insured eamnings' field in the Wage types card -
Absences. In general, the following calculation applies: If the person was employed for the entire previous
year, the annual total is determined for each insured wage type with retrospective consideration.
Calculation time begins from the month preceding the claim case. For a shorter period (employment <12
months), SwissSalary will make a 365-day offset. Added values correspond to the insured earnings base of
these wage types.

Calculation of insured earnings of an hourly wage earner with regular working hours or contractually agreed
weekly working hours

When an event is reported, working hours must be set to regular for SwissSalary to correctly calculate the
wage sum. SwissSalary overrides the ‘retrospective consideration’ information. So, it is not the posted wage
bill that is transmitted, but what was contractually agreed. This requires precise recording of monthly parts
for the employee concerned and the level of part-time employment (number of agreed weekly hours * 52 /
12) in the Personnel card under the Wages tab.

1.6.7 Search - Filter - Personalize
1.6.7.1 Personalize/Show columns/Infobox

Each page can be customized via Personalize and missing fields or columns can be added. The infobox can
be shown or hidden at any time.

1.6.7.2 Search and filter features

The Search feature can only be used for number fields. E.g., the search for case numbers, per-sonnel
numbers or incident date. Please note that the number format must be adhered to.

Filter provides additional search criteria. E.g., claim number (insurance case ID) is searched via the reported
cases view => Actions - Open insurance claims - Delete filters, so that all cases are displayed. Then set a

new filter, e.g., select Insurance case ID.

Using a Type of accident’ filter, you can search for different types of accidents like Accident BU, Accident
NBU, Recurrence BU, Recurrence NBU, Death BU, Death NBU and Occupational disease.

1.6.8 Other KLE parts under development
1.6.8.1 Further KLE developments
e corrected form for repayments of daily allowance benefits.

o Medical treatment: additional address line in the web service to Refdata, large hospitals often contain
many entries that currently cannot be selected clearly.
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o KLE - save accident certificate & daily allowance statement in the dossier
e Daily allowances not yet processed as additional filter criterion

1.6.9 Frequently asked questions

Is there no pharmacy certificate anymore?

No, the pharmacy certificate is a relic of the past that is no longer needed today. All pharmacies bill
electronically. This means that it is sufficient for the pharmacy to know the insurer's event number (claim
number).

Is it true that medical certificates or work incapacity certificates no longer need to be sent along?
Yes, Suva has decided that KLE customers who report an incapacity to perform duties are no longer required
to have a medical certificate. They only need to create and send daily allowance calculations and daily
allowance statements based on the reported incapacity to perform duties. Important: The company must
be able to provide medical certificate upon Suva's request!

For this simplified process, SUVA requires an agreement signed by the company entitled ‘Supplementary
provisions for the waiver of the delivery of medical certificates’. This document is sent to the company after
the first notification of incapacity to perform duties.

1.7 Human Resources

1.7.1 Card

Employees are an important part of any company. This is where Navision enables effective management of
your em-ployees and gives you access to all the information that concems all employees. Thus, for example,
department heads can directly determine which employees have a particular qualification or which family
members should be notified in an emergency.

Efficient personnel management will also provide you with recruitment and training. For example, you can
also store the following:

U Alternative addresses (parents, foreign addresses, emergency addresses)
U Relatives (the addresses of the closest relatives)

U Employment equipment (SUVA bag, helmet, keys, parking space, etc.)
U Confidential information

U Courses (course planning or the overview of courses attended)

U Qualifications

Q Skills

U Career

In addition, sophisticated evaluation options in a matrix table and/or various standard evaluations are
available.

1.7.2 Employee Picture

Import the desired photo for each employee here. Only BMP (bitmap) file format is allowed.
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1.7.3 Alternative Address
Each employee can be assigned as many additional addresses with telephone numbers as you want. You

decide upon the type of addresses. You can always add new addresses or delete the old ones. You can also
add extra comments.

1.7.4 Employment Equipment
Have you kept countless Excel tables up until now to be able to edit employee equipment? It is over now!

In just one table you can store all the items that you hand over to an employee, including notices, serial
numbers, custodian fees, etc.

1.7.5 Qualifications

In which Excel list have | saved the Foreman X's skills? One click on the Skills tab and you can immediately
see what your foreman is/would be able to do!

1.7.6 Salary statistic

Salary statistics show the filtered salary type (the ‘Salary Type Filter' field) for all employees. Of course, the
evaluation by days/weeks/months/quarters/or years is also possible here (select the appropriate filter).

1.7.7 Absence Statistic
Absence Statistics presents similarities with the statistics according to absences, but in contrast it can be

managed across all employees and enables the evaluation according to individual Time types'. Of course,
the evaluation by days or hours is also possible here, provided that it has also been reported.

1.7.8 Absence Overview per Employee
The Absences by categories matrix shows the filtered employee (the ‘Employee filter’ field) across all time

types. Of course, the evaluation by days or hours is also possible here, provided that it has also been
reported. The data can be evaluated by days/weeks/months/quarters/or years (select the appropriate filter).

1.7.9 Social Security Benefits Overview
The settings per employee can be clearly controlled using the Social services control matrix window.

In addition to the default fields Employee No. and Last/First name, you can display additional fields for each
employee.

1.7.10 Employee Analysis
Do your employees have to undergo regular examinations, e.g. screening for silicosis, radiation, etc.? Owing
to the revised Examinations tool, you always keep the dates for these important examinations under

control.

You can record your employees’ scheduled examinations as follows:

Seite 106



Analysis A table for recording examinations is available to you, e.g. DUST, RADIATION, etc. After
entering the codes in the Examination table, assign the correct code or codes to the
employee concerned.

Type You can use the Type option value to assign the options below to the respective
analysis:

‘blank’ = empty

required

optional

not required

Insurance No. | This column is used to enter the corresponding insurance number for this examination.

Noxe Noxa (Latin noxa, “the damage”) is a term used primarily in medicine and describes a
substance or circumstance that has a damaging, pathogenic (i.e., disease-promoting)
effect on an organism or on a body organ. Scientists differentiate between endogenous
(internal) and exogenous (external) noxae.

Zone The respective insurer will notify you of the zone or assign the zone to you.

You can also enter comments and the correct valid until date for each examination in the lower section. Of
course, you can plan several appointments per examination.

For planning and evaluating appointments, the corresponding evaluation is available via Reports ->

Employee Analysis. Select the desired examination and the list or detail layout. In the Expire by field, enter
the end date by which you would like to see the planned examinations.

1.7.11 Forward Charging

Cost centers can be defined in the Employee card for cost center dimension re-invoicing.

1.7.12 Overview Forward Charging
Cost centers effectively posted are displayed in the re-invoicing matrix using the corresponding date filter.

The other cost centers only appear if they have also been posted from wages. Of course, the view not only
shows the 'Value’ (amounts) with a push of a button but also the ‘Number'.

1.7.13 Career

Let's assume an employee has worked for your business for 20 years. There is nothing more tedious than
gathering this employee’s background. You can have a brief view of everything in the Career tab!

1.8 Reports

1.8.1 Salary certificate/Pension statement (Form. 11)

Salary certificate can be printed directly on the Employee card. The evaluation is filtered directly by the
correct employee N°. If you want to create Salary certificate for all employees, you can find the evaluation
under year-end reports.
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NOTE:

Always check the ‘Gross Salary to Recompute’ box. The system therefore recalculates gross salary. If you
have changed an obligation with regard to a salary type during the year, the system will calculate the
correct gross salary for you as of that date.

1.8.2 Annual Employee Statement A4l

Annual Employe Statement A4l and A4H will be printed at the end of the year and serves for control
purposes, not least for the AHV and SUVA auditors. The evaluation can also be transferred to Excel and can
be very helpful for control purposes. The end date does not necessarily have to be December 31 (end of
year), but can be any end date of a month. Recapitulation will only be created if there are at least 2
employees. When ‘Recapitulation’ is activated, the FTE calculation (full-time equivalent) is shown at the end
of the recapitulation for each month. The FTE will be calculated per month and year on the basis of the
percents by position and employment period. All calculations will be created based on the Pay Process
Header table. Thus, the calculation on a time axis is guaranteed; assessments can also be created
respectively again.

1.8.3 Employee Card

All data entered in the Employee card is displayed on the Employee Card.

1.8.4 Employee List
Internal texts and texts for payslip can be recorded for each employee in the Employee card; with or
without date. These comment texts can be evaluated using the personnel list evaluation. The date filter can

be used as a filter for the date of comments. This list now also serves as a checklist for wages clerk; e.q.,
before pay processing.

1.8.5 Address List
If you want you can print the address list. You can also transfer the entire list into Excel.

1.8.6 Employee - Labels Holding Company

You can print labels for each client. In the ‘Options’ tab, select the appropriate label format. You can choose
to sort labels by search term (A - Z) or by employee ID.

1.8.7 Address Export Holding

If you want you can print the address export holding list. The entire list is cross-client and can also be
transferred to Excel.

1.8.8 Employee List Holding

The following columns are printed on the employee list: last name, first name, client, employee ID and ZIP
code/city. Optional fields 1, 2 and 3 allow you to print another 3 columns.
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1.8.9 Statistic Employee list A4P

A4P personnel list statistics can be helpful, assuming you would like to evaluate the statistics stored in the
Employee card -> tab ‘Info’. The ‘Assignment of statistics' tab is used to select the statistics, and additional
information can be printed from the ‘Options’ tab.

1.8.10 Statistic Employee list A4L

A4P personnel list statistics can be helpful, assuming you would like to evaluate the statistics stored in the
Employee card -> tab ‘Info’. The ‘Assignment of statistics' tab is used to select the statistics, and additional
information can be printed from the ‘Options’ tab.

1.8.11 Anniversary list

You can also see birthdays in this list. Special for birthdays: You can have the days since birth calculated. You
can transfer the lists mentioned into Excel, including the addresses. This means that you can create a form
letter with this data. Annual gradation is variable and can be changed manually.

1.8.12 Employee Years Detail

If you have years of service calculated by SwissSalary, you can use this list to visualize the details of the years
of service calculation.

1.8.13 History

Every mutation in the Employee card is saved in the history. The mutation can be traced at any time,
including the time and kind of adjustment, and which user made the mutation. Click ‘History Report’ -> the
evaluation can only be displayed for a single employee or for all employees (set the appropriate filterin the
'Personnel master data’ tab). In the ‘Options’ tab, select the desired evaluation view. If you activate ALL, all
adjustments will be displayed in the Employee card.

1.8.14 Short message

Similar to payslip, short and cover letters are also printed with the company logo, provided a company logo
has been stored under Allocation Group -> Payslip image.

If you have the PIS add-on module (Personal Information System) licensed and activated, you can use
alternative addresses (foreign address, emergency address, etc.) from the PIS in the short letter, cover letter

and fax evaluations in addition to the automatically generated home address.

The only small negative aspect: The salutation still needs to be changed manually because the PIS module
has no salutation of its own.

1.8.15 Accompanying Letter

Similar to payslip, short and cover letters are also printed with the company logo, provided a company logo
has been stored under Allocation Group -> Payslip image.
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If you have the PIS add-on module (Personal Information System) licensed and activated, you can use
alternative addresses (foreign address, emergency address, etc.) from the PIS in the short letter, cover letter
and fax evaluations in addition to the automatically generated home address.

The only small negative aspect: The salutation still needs to be changed manually because the PIS module
has no salutation of its own.

1.8.16 Attestation of Employer ALV

The 'Attestation of Employer ALV, ‘International ALV employer certificate’ as well as the Temporary
employment certificate’ are stored as a form in the system. You only need to record the missing data and it
will be written into the form automatically.

NOTE:
These forms are available if you have a SwissSalary Plus license.

1.8.17 Employer's Certificate ALV (int)

The process of the assessment can only be started if the leaving date for the employee has been set. Most
of the data is loaded from SwissSalary directly. Some data, for example, the type of the employment
relationship or the information about the employee who has resigned must be entered manually.
Individual data is calculated by the system and offered as a suggestion which you can then revise.

You may navigate from field to field by pressing Tab or Enter keys. Of course, only the corresponding values
are recorded. The assessment itself can be checked using the page view at any time.

Can the assessment be archived?
At the moment, the assessment may be stored via Print as PDF (if a PDF software is installed on your
computer).

NOTE:
This assessment can also be printed in English, French and Italian. To do this, you must select the desired
language.

1.8.18 Intermediate certificate of profit ALV

The ‘Attestation of Employer ALV, ‘Employer's Certificate ALV (int)" as well as the Intermediate certificate of
profit ALV are stored as a form in t