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Introduction: 
 

The Payroll Module customized by Coders in Microsoft Dynamics 365 Business Central is designed to manage the 
complete payroll process efficiently and accurately. It enables users to define detailed employee information, 
calculate salaries, allowances, deductions, and taxes, and generate all required official reports. The module includes 
integrated tools to handle employee data, attendance and leave control, pay details, and allowance management, 
ensuring that every payroll cycle is processed smoothly and in full compliance with organizational and governmental 
requirements. Moreover, it provides automated generation of social security and MOF reports, dynamic pay slips, and 
comprehensive audit and summary reports, giving HR and finance teams full control over payroll operations from 
data entry to final posting. 

 
Below is the Dashboard of the HR Role center in the Business Central: 

 



 
The Payroll Module is Divided into Four Managements: 

1. Employee Management: 

Starting from the Employee Card to define all the related fields, mentioning the mandatory 

ones below (if not filled, may lead to errors in generating attendance and payroll): 
 

 

 
To add the info of the Employee Relatives, click on “Related” then “Employee” 

 

 

 
A list will pop out, click on “Relatives” 

 



 
Then fill in the info here: 

 

 

 
Once done, go back to the Employee Card and proceed. 

Below, the Employee Category categorizes the employees upon their allowances. 
 



 
Employment Date when the employee started working in the company 

Employment Type Code is the schedule 

Status is whether the Employee is active, inactive (unpaid leave), terminated (not employed 

anymore) 

Attendance number is the hand punch number when checking IN/OUT 

Period is the first day of the payroll period 

 



 
In the Finance Section, many fields are mandatory to define whether the employee is declared 

or non-declared and when is the declaration date. Moreover, affect the exemptions and family 

allowances. 

Payroll Group Code, either use it as one General group or divide the employees into groups for 

generating the payroll 

Posting Group is the posting setup that affects the GL Accounts on the journals 

Declaration Type: Declared/Non-Declared/Contractual… 

Declaration Date: when the employee is declared 

Turn the “Is Foreigner” on if the employee is not native, and specify whether he has End of 

Service or not. 
 

 



 
Basic Pay is the taxable salary. Extra Salary, the non-taxable. 

 

Hourly & Daily Rates are calculated automatically. 

As for the other fields in the Employee Card, are additional info that has to be filled in, but will 

not affect the Attendance & Payroll Generation. 

 

 
2. Attendance Management: 

The yearly official holidays that affect the attendance days, will be calculated automatically once 

creating the Base Calendar. 
 

Click “New” to create a new Calender 
 



 
Insert the Code (Required), and the Name. 

 

Go to “Maintain Base Calendar Changes” 
 

Insert the Official Holidays according to the Labor’s Law. 
 



 
After creating the card for each employee with the needed information, and setting the 

Calendar, we can proceed to the attendance. 

Go to Attendance List on the Home page. 

In “Actions”, click on “Schedule”, then “Add schedule” when working for the first time with the 

Attendance 
 

 

 
Choose the currently generating payroll period: 

 



 
After adding the schedule, click “Actions”, “Attendance”, then “Insert Hand Punch” to add the 

IN and OUT schedule to the system: 
 

“Choose” the excel file from the desktop 
 

 

 
Then click “YES” to import: 

 



 
If the line is in Red, means “Hand Punch Exist” is “No” and the “Shift Code” gives the Cause of 

Absence. (AL – WEEKEND – HOLIDAY…) 

If the line is in Yellow, means “Hand Punch Exist” is “Yes” with a missing punch gives the Cause 

of Attendance 

If the line is in Black, means “Hand Punch Exist” is “Yes” gives the Cause of Attendance 
 



 
In the table, view the Required hours vs the Attended hours with the calculations of overtimes 

and deduction hours, late arrive/leave, and early arrive/leave 
 

 

 
Go back to the “Attendance List” 

In “Actions”, “Attendance Tools”, click “Attendance Matrix” to view the Attendance: 
 



 
Choose the required filters: 

 

When clicking on “Default Matrix” it shows the Cause of Attendance Code 
 



 
“Attendance Matrix” shows the Sum of working hours 

 

 

 
“Daily Shift Matrix” shows the Daily Shift Code 

 



 
“Punch Matrix” shows the Punch time (In & Out) 

 

 

 
Or, to Re-Assign a New Shift Code, insert the new code below “New Shift Code”, then choose 

the new code 
 



 
And click on the Three Dots then select the “Re-Assign New Shift Code” to execute 

 

 

 
Once all the attendances are imported and checked, Go Back to the Attendance List, click 

“Actions”, then “Attendance Journals” to generate and then finalize to proceed for payroll 
 



 
 

3. Allowance Management: 
In the Allowance Management, all the factors that affect the Net Pay of the employee are located in the 

Pay Element on the Home Page. 
 

 

 
Each Pay Element has code that defines it, and the type is whether Addition or Deduction. 

Tick if it Affects Income Tax or Affects NSSF 

Choose the Line No. to be shown in the R-Reports (If needed) 

Calculated Amount is exclaimed from the payroll calculation (Pay Detail Table) 
 



 
A Pay Element can have a specific fixed amount to be calculated 

Select the needed Element, in the “Related”, click “Element”, the “Specific Calculation” 
 

 

 
Choose the recommended “Employee Category”, then put the amount in the needed field (depending 

on the Element type) 
 



 
4. Payroll Management: 

From the Home Page, Open the Pay Detail 

The details of the payroll period and the amounts are shown 
 

 

 
Click on the “Actions” tab, “Generate Payroll”, “Calculate Pay for All Employees” or “Calculate 

Pay for Employee” to generate for a selected employee 
 

 



 
Once generated, the calculated amounts will be shown in the column “Calculated Amounts” 

 

Use the “Dynamic Reports” and “Dynamic Summary List” to check all the calculated amounts 

for the employees. Click “Actions”, “Audit Reports”, then choose your option 
 



 
In “Actions”, “Payroll Journal”, Open the “Employee Journal Matrix” for the HR Transactions 

(Additions & Deductions on Net Pay) 
 

Choose the Transaction Type (Manual Factors / Pay Elements) 

 



 
And the needed filters, click “Edit List”, then insert the amount 

Or, import from excel the transactions for multiple employees, from the Home Page, click on 

“Import Journals From Excel” 
 

Excel Format: 
 



 
In the “Actions”, “Payroll Journals”, click “Reports” to ensure the MOF and the R-Reports 

 

 
In addition to all the needed NSSF Reports 



 
After finishing the calculation and checking on the amounts, select “Actions”, and “Test 

Finalize”, then “Test Finalize Pay” to send it to the general journals and payment journals 
 

 

 
Check the General Journals and Payment Journals in PAYROLL Batch with the correct G/L 

Accounts, then “Post” 
 

 



 
Print the Payslips from “Actions”, “PaySlip”, then “Dynamic Payslip” 

 

Finally, click on finalize pay to close the period and open a new one to generate 
 

 
 
 
 
 
 
 
 

 


