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1 OVERVIEW

1.1 Key Terms

SALARY DEDUCTION SYSTEM

EMPLOYER’S GUIDE

These are the principal terms you will need to know as you use the Salary Deduction System.

Understanding these key terms will help you use the Guide and system with ease.

Batch Code

This number is automatically generated by the SDS once the SD

listing and payment details are submitted successfully.

Comma Separated Value

(CSV) File

This is an excel file format provided by the NHT for submission of

the employers’ salary deduction listing.

Dashboard

This user interface provides an ‘at a glance view’ of key aspects of

the system and allows users to access the different screens.

Employee Obligation

Displays the details of the loan accounts and corresponding

amounts for which the employee is responsible.

Payer Obligation

Stores all the salary deduction details for a payer, such as loan

account number(s), TRN, SD amount and the SD effective date.

Payroll Period

This is the effective date for which the SD batch is being paid.

Permanent Deduction

The expected amount that is to be remitted periodically by an

employer to the NHT on behalf of an employee

Salary Deduction

Mortgage payment(s) to be deducted from an employee's salary

and remitted to the National Housing Trust.

Salary Deduction (SD)

Record

Consists of the individual SD details for an employee, i.e. loan

account number, TRN, SD amount and SD effective date.

Salary Deduction (SD)
System

This is the automated system used by employers to submit their SD

listing and payment details.

Salary Deduction

Amount

The mortgage payment amount expected to be paid for each

employee (advised by the NHT or the employee).
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Salary Deduction Batch Created after a SD listing along with the related SD payment details
are submitted through the SDPS or SDS and is assigned with a

unique batch code.

Salary Deduction Listing | The list of employees along with their corresponding salary

deduction details.

Salary Deduction This is the automated system used by employees of the NHT to
Processing System process all salary deduction mortgage listings and payment details
(SDPS) submitted by an employer, whether through the Salary Deduction

System (SDS) or delivered by a bearer to the NHT.

Salary Deduction System | The automated system used by employers to submit their salary

(SDS) deduction mortgage listings and payment details to the NHT.

Status This relates to the current state or condition of a SD batch, for

example, processed, cancelled or new.

Temporary Deduction The expected amount remitted to the NHT for a specific period by

an employer for an employee.

User Account An authorised employee who has access to the SDS.

User Account Type This indicates the level of authority the user has to make changes

within the system.
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1.2 Symbols

Throughout this document, the symbols below are used to highlight important details:

I Important Information
Important . | | S
Critical information contained here or caution is required.

Good to Know

Tips to make it easier to carry out an action.

\ /

Mandatory Action

Action must be completed.
& Attention

Action to be done only where necessary.
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1.3 Introduction

Welcome to the National Housing Trust's (NHT) Salary Deduction System (SDS) User Guide.
The SDS will be used by employers to submit their salary deduction mortgage listings and
payment details. The system will improve the communication between the user (employer)
and the NHT. This user guide is intended to provide step-by-step instructions for using the

SDS.

1.3.1 Supported Browsers
A supported web browser is mandatory to be able to use the SDS. The web browsers

compatible with the SDS are Google Chrome, Firefox & Microsoft Edge.

¢C @ ¢C

!
’mportam' The SDS will NOT open in an unsupported browser.

1.3.2 Help Desk
When in need of assistance, you may contact the NHT using the following information:
e Email: mortgagematters@nht.gov.jm
e NHT Contact Center: 876-929-6500-9
e Support personnel:
o Supervisor, Salary Deduction Unit: 876-764-0871
o Jnr. Accounting Officer: 876-764-0873
o Loan Management Department: 876-764-0872


mailto:mortgagematters@nht.gov.jm
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2 EMPLOYER'S USER PROFILE

Each employer must have an Employer User Profile to begin working with the SDS. This user
profile is created by you, the employer, and approved by the NHT. A company email address
should be used to create the Employer User Profile. This email address will be the main
method of communication between you, the employer, and the NHT, and it should therefore

be monitored frequently.

2.1 Creating Employer User Profile

The following steps will guide you in creating your user profile:

CTEP 1 \ Launch the NHT's website using the following link Attps.//www.nht.gov.jm/ as

shown below in Figure 1.

Contribution Payments Contributions Refund ~ Loans *~ = Properties For Sal

NHT FRESH START o=

Rescheduling Facility |::::% Recently settled your NHT mortgage?

Leam More | Apply
Take advantage of our
Scheme Application Results
Special Peril Insurance

SiiverSun Estate
Yeast Piant Facility
Cashew Grove
Coll (888)-CALL-NHT (888-225.5648)
= Visit our website: nht.gov.jm
QD Properties to Buy @
o9 900009 e v

Now sefing | Upcoming | Private Treaty |

Figure 1: NHT's Website

10
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From the Home screen, select the Sl

STEP 2

Tb to launch the SDS Web Application

as shown below in Figure 2.

Contributions Refund . 4 Housing Schemes ~ Properies For Sale  ~ Social Development

Recently settled your NHT mortgage? Sotuments and Forms

Frequently Asked Questions

Take advantage of our suaranteed Purchase Programme

(GPP)

Special Peril Insurance Intesin Finance Programme
Facility

Media Room

Coll (BE8B)-CALL-NHT (888225 5648) Research Centre
Visit our website: nht.gov.jm g
s
® ® ® ® ® 9o e ® kit
<
<

Velcome Home to Brompton Manor

hese well-appointed houses have all the amenities of moderm HIiving and ample space Tor

Kpansion. Located Skm from Black River town centre, there are currently 13 detached Contributions Refund
VO-Dedroom houses ($13 5 milllon) and 1 thfee-bedroom house ($16 milion) Apply - NHT Online | Apply (Traditional)
ead more Query Status

Make Payments
IHT Cuts Interest Rates: Announces Measures to Assist Mortgagors

Figure 2: Home Screen

You will be redirected to NHT's SDS Login screen as shown below in Figure 3:

nhtussrv-dev: 3003

SALARY DEDUCTION
SYSTEM

Figure 3: SDS Login Screen

11
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|
as shown below in Figure 4.

TED 3\ Select the ~CREATEANACCOUNT hytton to begin the user profile creation process

SALARY
DEDUCTION
SYSTEM

LOGIN

FORGOT PASSWORI

CCREATE AN ACCOUD pa—

Figure 4: SDS Login Screen - Create An Account Button

If your company already has an NHT Online Account, proceed to Step 4B.

STEP 4

If NOT, proceed to populate all fields as shown below in Figure 5 with your

company'’s details and the information for the authorised payroll employee.

Important' Remember to use a company email address that will be monitored

frequently, as this will be the main method of communication with the

NHT.

12
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® - i t O H1
I 20 e

Already have an account? SIGN IN

Figure 5: Create An Account Screen — New NHT Online Account

Then click the button.

Populate the Company TRN Branch field with the company’s TRN
mportant!

extension number if one is assigned to your company; however, if you

do not have an extension number assigned, allow the 0000 to remain.

Step 4B If you are using an existing NHT Online Account, select the option, Use an

existing NHT Online Account.

Populate all fields shown with your company’s details and enter the authorised
payroll employee’s email address and the password used to login into NHT

Online as shown below in Figure 6.

13
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ARt Ery -y

SALARY DEDUCTION SYSTEM

Create an Account

)

REGISTER

Already have an account? SIGHN IN

Figure 6: Create An Account Screen — Existing NHT Online Account

Then click the button.

¢ Remember to use a company email address that will be monitored

frequently, as this will be the main method of communication with
the NHT.

e Populate the Company TRN Branch field with the company’s TRN

extension number if one is assigned to your company; however, if

you do not have an extension number assigned, allow the 0000 to

remain.

14
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If the information entered is correct, a Registration Successful! pop-up notification will

appear on your screen, as shown below in Figure 7.

STEP'S

Registration Successful!

Figure 7: Registration Successful Pop-up Notification

Now that you have created your user profile, login to your email account to begin
the email verification process as shown below in Figure 8. Click the Verify Email

link.

NHT Online Registration

—

NHT Online <nhtonline@nht.gov.jm=
Te: « COMPANY EMAIL>

Hello ANDREW,
Thanks for creating an account with NHT Online, Click below to confirm your email address
Verify Email

Sincerely
NHT Online Team

Contact the NHT

Website: www.nht.gov.jm

E(-Mail) : wecare@(nht.gov.jm)

Telephone:1-876-929-6500-9

Toll Free numbers:
(for Jamaican callers)1-888-CALL NHT or 1-888-225-5648,
(for U.S.A & Canada callers)1-800-858-3219

(for UK. callers)+44 203 514 8816

Figure 8: Verification Email

15
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You will be redirected to the NHT Online Website to finalise the verification process, as

shown below in Figure 9.

Email Verification
Return to Legin

Figure 9: Email Verification Successful Notification

After the verification process has been finalised, you will receive a Welcome Email, as shown

below in Figure 10.

NHT SDS Notification 2 Yahoo/Inbo:
NHT SDS Notification <nhtonline@nht.gov m:> = < DATE >
To: < COMPANY EMAIL >

Dear < COMPANY NAME >,

Welcome to National Housing Trust (NHT) Salary Deduction Management System. You will
receive an email confirming your registration within 24 hours after which you will be able to
complete the following activities:

1. Submit salary deduction listing

2. Make salary deduction payments via credit card

3. Provide reference number for payments made via bank transfer

4 Receive notifications from the NHT regarding salary deductions

We look forward to our continued relationship for the mutual benefit of our Mortgagors.

Sincerely yours,
NATIONAL HOUSING TRUST

Figure10: Welcome Email

16
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Once NHT has approved your user profile, you will receive an Approval Email, as shown

below in Figure 11.

NHT SDS Notification <nhitonline@nht gov, m> = < DATE >
To: < COMPANY EMAIL >

Dear < COMPANY NAME > ,

Your National Housing Trust Profile has been approved and is now ready for you to access. You
may click on the link below to go directly to the portal.

Should you need to reset your password please click on the forget password link on your home
screen.

For further information, you may contact the NHT using the following information.

Email: mortgagematters@nht.gov.jm
Delcita Morgan Franklyn 876-764-0872
Aldene Wilson 876 — 764 — 0871

Carl Wallace - 876 -764- 0873
Sincerely yours,

NATIONAL HOUSING TRUST

Figure11: Approval Email

Creating Employer User Profile Complete!

17
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2.2 Login to the Employer User Profile

The following steps will guide you on how to login into your Employer User Profile:

Important’ Remember, to access the SDS Web Application from the NHT's Website
see section 2.1.

STEP 1 \ From the SDS Login screen, enter the Email Address and Password details that

were used to register the SDS as shown below in Figure 12.

SALARY DEDUCTION
SYSTEM

. JohnBrownSDS01@yahoo.co

D
LOGIN

FORGOT PASSWORD?

Figure12: SDS Login Credentials

Then click the ek button.

Just in case you forget your password, you may reset it by doing the following:
FORGOT PASSWORD?

-/ . e On the login screen, select the
/O\ e Enter your email address and click the button on the Forget
= Password screen.

e You will receive a &€t Password link; click on the link and you will be

redirected to the NHT Online Website to reset your password.

e )

/"/\ .\
Login to the Employer User Profile Complete! ‘(l@é@-)

18
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3 THE DASHBOARD

Now that you have successfully logged into the SDS Web Application, let us take a look at
the Dashboard. The Dashboard screen displays summary information in the system, such as
SD Batches, Total Deductions and Total Employees. This screen also highlights Recent
Deductions submitted and unread Notifications. Additionally, there are two (2) shortcut
buttons: Submit Salary Deductions and View All Notifications. A brief explanation of the

information on the Dashboard screen shown below in Figure 13 can be seen on the following

page.
1 2 3 4
7 7~ [
@ i B HATIONAL HOUSING TRUST A
. 5
Sathoal
e
e Salary Deduction Tolsl Dedisctions
My Emplayees Batc
Submét Deduction SDDU 865
5
,B Motifications
RECENT DEDUCTIONS
\ & Lser Accounls - i Matifications
 DeTALS | .
/
7 6 J

Figure 13: Dashboard Screen

20
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Dashboard Information:

1

Salary Deduction Batches — this displays the total number of SD batches submitted
through the SDS or delivered to the NHT by a bearer for the Year-to-Date.

Total Deductions — this displays the total SD mortgage deductions paid to NHT for the

current year.

Total Employees — this displays the number of employees with SD arrangements for

the current year.

Login Information — this displays the company’s login email address, name, and profile
account type based on the user’s authority level. The login information shown below in

Figure 14 remains visible on all screens.

Your login email address

< COMPANY EMAIL - (Administrator)

=  NHT Online Salary Deduction ... e

« COMPANY NAME >

Mame of your company Profile type based on authanty leved

Figure 14: Login Information

Submit Salary Deduction Button — this shortcut button takes you to the Submit

Deduction screen.

Notifications Panel — this displays unread messages. The View All Notifications button

will take you to the Notifications screen.

21
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A\
5,
’

7 Recent Deductions Box — this displays the information regarding recent SD submissions
made either through the SDS (by the company) or SDPS (by an NHT officer). You can
click the Details button to view the details of the batch.

8 Menu Items - this is a list of stationary tabs which are always visible on all screens.
They hold the primary navigation for the system and once a selection is made the tab

will take you to the respective screen.

Dashboard Review Complete!

22
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4 USER ACCOUNTS

The User Accounts screen allows a payroll employee with an Administrator Account Type to
control who should have access to the system and determine the level of authority assigned

to each payroll employee. The system has two (2) levels of authority known as Account Type:

1) Standard — should have limited access to the Menu Items based on the permissions
assigned.
2) Administrator — should have complete access to the Menu Items and can determine the

permissions for the authorised payroll employee (user account).

In addition, on the User Accounts screen, based on the user’s authority level, they will be able
to:

e Create a User Account

e Edit a User Account

e Delete a User Account

24
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4.1 Accessing the User Accounts Screen

The following steps will guide you in accessing the User Accounts screen:

M Remember, to access the SDS Login screen see section 2.2.

STEP'1 \ From the Menu ltems, select the tab as shown below in

Figure 15.

National
Housing Trust

...the key to vour home

Dashboard

My Employees

Submit Deduction
Deduction History

Notifications

User Accounts

Figure 15: User Accounts Tab

25
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The User Accounts screen will be displayed. A brief explanation of each element follows the

User Accounts screen shown below in Figure 16.

l User Accounts

.!'['Z':-_II"'l‘.‘l-i".il;l'l_:l-';: WIthIn your organization who ¢ ._5"_|:|-"['|;:.|!;;:,';.‘|' 2
1 \
User Accounts A

Email First Name Last Name Account Type Actions
sduattest23@yahoo.com | JASEAN Administrator
6 /' 5 4 3

Figure 16: User Accounts Screen

User Accounts Screen Elements:

1

2

Account Type — Profile type based on level of authority
New Account - Create user account

Delete Icon - Delete user account

Edit Icon - Edit user account

First and last names of the user

Email - Registered company email address

Accessing the User Accounts Screen Complete!
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4.2 Creating User Accounts

The following steps will guide you in creating a user account for your payroll employee:

Important.’ Remember, to access the User Accounts screen see section 4.1.

STEP | \  On the User Accounts screen, select the button to register
k ;

a new user account as shown below in Figure 17.

User Accounts @ '

Email First Name Last Name Account Type Actions
- AL ADDRESS > Sandy - Standard -
< EMAIL ADDRESS » JASEAN - Administrator

Rows per page: 0 - 1-20f2

\ Total number of user

accounts created

Figure 17: User Accounts Screen - New Account Button

27
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If the payroll employee already has an existing NHT Online Account, proceed

to Step 2B.

If NOT, continue here:

Remember to use a company email address that will be monitored

Important!
frequently, as this will be the main method of communication with the
NHT.

(1) On the Add Account screen, populate all fields with the information for the payroll

employee and select the Account Type as shown below in Figure 18.

Add Account X CLOS

+¢  Create anew NHT Online account
Use this option to create an account for use on this platform. The created account can also be used to access NHT Online.

o Use an existing NHT Online account
Use this option to use an existing NHT Online account on this platform

First Name LastName Email

John Green jgreen@yahoo.com
Account Type Password Confirm Passwaord
Standard oo e

TRN NIS Phone No
123456789 HB848963 8769628549

Figure 18: Add Account Screen — Create a New NHT Online Account - Account Type

28



Housing Trust

Naional SALARY DEDUCTION SYSTEM
Housing Trust EMPLOYER’S GUIDE
(2) After populating the employee information and selecting the User Account Type, select

the Permissions that are to be assigned to the user, as shown below in Figure 19.

Based on the permissions assigned, the user will only have access to
the screens allowed. It is therefore recommended that you carefully
review the permissions being assigned. See the page for Permissions

Definitions (Page 30).

(e ST TR e T i

o e g ol

@i Dashiboonrod

Ermyployss e R ama Qe imes it
ETEv R s T PP TR
PAA@mmuial Entry

e LRgularvaci

arciniat iy i oy
fMeraro S Wiy Drecluotioeres
Rl Sk ret P @ ey o e e e

Wismw S Mearan RMNotifioatians

m CANCEL

Figure 19: Add Account Screen - Create a New NHT Online Account - Permissions

29
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Permissions Definitions

The table below details the permissions available on the Add Account screen and provides a

N\

SALARY DEDUCTION SYSTEM

EMPLOYER’S GUIDE

brief definition of each permission displayed on the screen.

Main Dashboard

Employee Management

Manual Entry

File Upload

Search/View Deductions

User Account

Management

View/Search Notifications

Then click the m button.

Step 2B

[mportant!

Displays the summarised SD position of the company.

Used to search for an employee, view their obligation details,
and request deletion of an employee.

Use a pre-populated form to submit your NHT SD listing.
Upload a CSV file with the details of your NHT SD listing.

Search and view all SD batches submitted by the company
to NHT.

Enroll and manage payroll employees within your company
who are authorised to use the SDS.

View new communications and search for past

communications in the SDS.

If you are using an existing NHT Online Account, select the option Use an

existing NHT Online account as shown below in Figure 20 then:

(1) Populate the Email field with the payroll employee’s email address

(2) Select the payroll employees’ User Account Type and

(3) Select the Permissions to be assigned to the user

Remember to use a company email address that will be monitored

frequently, as this will be the main method of communication with the

NHT.
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FAmrml Entry
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Craciuction MHMimtory
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Uner Account Managarmeant

W s S e @O e PNOUROations

ST CANCEL

Figure 20: Add Account Screen — Use an Existing NHT Online Account

Based on the permissions assigned, the user will only have access to the
screens allowed. It is therefore recommended that you carefully review the

permissions being assigned. See page above for Permissions Definitions.

SAVE
Then click the - button.

Creating User Accounts Complete!
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4.3 Editing User Accounts

The following steps guide a user with an Administrator Account Type to edit a user account

with a Standard Account Type:

Iﬂ]pﬂftaﬂt! Remember, to access the User Accounts screen see section 4.1.

STEP 1 \ On the User Accounts screen, click the s’ icon to edit a user’s details

as shown below in Figure 21.

User Accounts MEW ACCOUNT

Email First Name Last Name Account Type Actions
< EMAIL ADDRESS > Sandy _ Standard @i pra—
< EMAIL ADDRESS > JASEAN _ Administrator
< EMAIL ADDRESS > John _ Standard P |

Rows per page: 10 = 130f3 \\-

Tetal number of usar

accounts created

Figure 21: User Accounts Screen - Edit Icon

From the Fdit Account screen as shown below in Fiaure ?22:

\ /
‘O’ Only an employee with an Administrator Account Type can edit a user
-~ ~
= account to change the user’s Account Type and the Permissions assigned.
STEP2
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Edit Account X CLOSE

Standard

PERMISSIONS

Dashboard
@@ Main Dashboard
My Employees
@@ Employee Management
Salary Deduction
@@ Manual Entry
File Upload
Deduction History
@ Search/View Deductions
User Accounts
@@ User Account Management
Notifications

@@ View/Search Notifications

m CANCEL

Figure 22: Edit Account Screen

Based on the permissions assigned, the user will only have access to the
screens permitted. It is therefore recommended that you review carefully

the permissions being assigned. See page 30 for Permissions Definitions.

Then click the m button.

e

o

’

Editing User Accounts Complete! % v
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4.4 Deleting User Accounts
Where an employee is no longer required to have access to the SDS, the user account

for the employee may be deleted from the system.
Impor tﬁﬂt! Remember, to access the User Accounts screen see section 4.1

The following steps will guide you when deleting an employee's user account:

STED ] \ On the User Accounts screen, click the ® icon to remove an employee’s user

20

account as shown below in Figetre=23-

User Accounts

Emai First Name Last Name Account Type Acgons
< EMAIL ADDRESS > Sandy _ Standard 4_L:I)
< EMAIL ADDRESS > JASEAN _ Administrator
< EMAIL ADDRESS > John _ Standard P

Rows per page 0 - 1-30f3

Figure 23: User Accounts Screen - Delete Icon
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A Deletion pop-up screen will be displayed asking you to confirm if you want

STEP 2

to delete this user. Click the ? button to confirm deletion as shown below

in Figure 24.

Are you sure you want to delete this user?

Cancel

Figure 24: Deletion Pop-up Screen

Deleting User Accounts Complete! %
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SECTION 5

NOTIFICATIONS

Types of
Notifications

*Viewing
Notifications

*The Different ]
| :
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5 NOTIFICATIONS

Notifications are automatically created by the system to inform the NHT or the employer
when certain actions are carried out. Actions that generate notifications include changes made
to an employee’s obligation details, salary deduction batches submitted or adjustments made

to an employer’s user profile.

Notifications may either be:
1) Viewed on the Notifications screen

2) Received via the company's email address registered in the SDS
There are three different types of Notifications:

1) Alert — requires attention to complete a process.
2) Info. — provides status on activities.

3) Warning — indicates additional actions required to proceed.

The Notifications screen will be one of the main methods of communication between NHT

and the employer.
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5.1 Accessing the Notifications Screen

The following steps will guide you in viewing your (on-screen) notifications:

Remember, to access the SDS Login screen see section 2.2.

W From the Menu /tems, select the tab as shown below in Figure 25.

National
Housing Trust

ik key o pourr home

Dashboard
My Employees

Submit Deduction

Deduction History

Notifications

User Accounts
Figure 25: Notifications Tab

screen, see Section 3.

\O, e You can also select the tab from the Dashboard

e The Notifications screen is one of the main methods of

communication between the NHT and an employer.
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The Notifications screen shown below in Figure 26 will display unread notifications in the
SDS.

Use the search form to find and view past notifications

I o Notifications I

SEARCH FOR NOTIFICATIONS

@ Start Date @ End Date Notification Type ~ Message m

CLEAR X

B CLEAR ALL

Date/Time Message Action
m . 10:59 AM | Thursday, September 16, 2021 Salary deduction for period Jul-30-2020 has been P
= v Sep ' processed
m 02:41 PM | Wednesday, September 08, Salary deduction for period Aug-25-2021 has been y
2021 processed
12:52 PM | Wednesday, September 08, )
21 | Wednesday, September Payment received o

Figure 26: Notifications Screen

Accessing the Notifications Screen Complete!
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5.2 Viewing Notifications

The following steps will guide you in viewing and dismissing a notification:

Important.’ Remember, to access the Notifications screen see section 5.1

\ On the Notifications screen, after viewing a notification, select the ™ icon to
k dismiss the notification as shown below in Figure 27. |
-OHoj_ii_ipa.tipps_“_l_ _ -
SEARCH FOR NOTIFICATIONS
g Start Dibe 9 End Diate hotihcation Type - Bessage m CLEAR X
Dot ek Jreseeeny e
] 5 11096 An) Tuesday, Septomber 15, 2020 Salary dedurtion for period Mar-01-2020 has been processed @ —
m : 1110 AM | Teesday, September 15, 2020 Salary deduction for penod Dec-01-2019 has been processed -

Fowes [ Dage W - 12al?

~N

Total number of

unread motifications

Figure 27: Notifications Screen — Check Mark Icon

e Once a natification is dismissed, upon re-accessing the Notifications screen,

\ /
,O\ the notification that was previously read will no longer be displayed.
= e To delete all notifications, select the button.

L C

®

Viewing Notifications Complete! e A
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5.2.1 Searching for Notifications

The following steps will guide you in searching for a notification:

[mpgrtan[! Remember, to access the Notifications screen see section 5.1

On the Notifications screen, in the Search for Notifications box as shown below
STEpl\ in Figure 28, search for a notification by entering any of the search options:
Start Date, End Date, Notification Type or Message.

] Notifications

Use the search form to find and view past notifications

SEARCH FOR NOTIFICATIONS

Start Date End Date Matification Type Measage
§ 2019120 * E 20200901 *  ALERT ¥+  Deduction X m

Figure 28: Notifications Screen - Searching For Notifications

e Notification Type — To display all notifications, leave the Notification Type
field blank. However, if you would like to search by a notification type, select

-~

-~ g - from the Notification Type field drop-down menu and select one of the
= N following options: Alert, Info or Warning.
[ ]

Message - In the Message field, the employee first or last name, salary
deduction details, or a specific word (E.g. deductions, batch, terminate) can

be entered.

Then click the m button.

Co

Searching for Notifications Complete! &

41



— RN

@M . SALARY DEDUCTION SYSTEM

Housing Trust EMPLOYER’S GUIDE

__.the key to your home

SECTION 6

MY EMPLOYEES

Step 2

*Viewing An Employee's
Obligation *Deleting An Employee's

Obligation Permanently

Step 1

42



Sk

<&

National SALARY DEDUCTION SYSTEM
Housing Trust EMPLOYER’S GUIDE

_..the key 1o your home

6 MY EMPLOYEES

Your employees’ salary deduction obligations to the NHT can be accessed via the My
Employees screen. From the My Employees screen, you are able to:
e View the obligations (SD details) of an employee, and

e Request permanent deletion of an employee from your SD listing

6.1 Accessing the My Employees Screen

The following steps will guide you in accessing the My Employees screen:

Remember, to access the SDS Login screen see section 2.2.

W From the Menu Iltems, select the tab as shown below in

Figure 29.

National
Housing Trust

...the key to your home

Dashboard

My Employecs

Submit Deduction

Deduction History

Figure 29: My Employees Tab
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The My Employees screen shown below in Figure 30 will display the names and details of

your employees.

[ My Employees =

EMPLOYEE DELIGATIONS

TEN # of Dblicatior Arlior

WIS
LR & B
Wik - 0

Figure 30: My Employees Screen

’
(e

Accessing the My Employees Screen Complete! “&t

o4

44



.

National SALARY DEDUCTION SYSTEM
Hglg;ing Tr':st EMPLOYER’S GUIDE
- tive key 1o gour home

A\
L)
’

6.2 Searching for an Employee

The following steps will guide you in searching for an employee:

[mpgrtam! Remember, to access the My Employees screen see section 6.1.

STEPI\ On the My Employees screen, search for an employee by entering any of the

following employee information: First Name, Last Name, Employee #, NIS or TRN

into the SEARCH field as shown below in Figure 31.

- My Employees -

EMPLOYEE OBLIGATIONS o
— — >

First Kame Lawt Mame Employee # L33 TN ¥ o Dblgateons Actiong

[._-
/_,.o
2

Rowd P Cag8

Total number of

employess in
your SD listing.

I
Figure 31: My Employees Screen - Searching for an Employee
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My Employees Screen Elements:

1 - To view only new/modified employees added to your SD listing for the current month,

[J Show New/Modified Only

select the check box.

2 - The icon indicates that a new employee has been added to your SD listing or a

change has been made to an existing obligation for a current employee.

The result will be displayed in the Employee Obligations box as shown below in Figure 32.

= My Employees |
EMPLOYEE OBLIGATIONS - a
Firsl hame Lot N Empioyes # MHIS TEN ¥ of Obdsgatsong ACtsoing
Rt peir e

Figure 32: My Employees Screen - Search Result

Searching for an Employee Complete! & v
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6.3 Viewing the Obligation Details for an Employee

The Employee Obligation(s) refer to the number of loan account(s) an employee is making

payments for, either by way of volunteering or being mandated by the NHT.

’mpor[ant! Remember, to access the My Employees screen see Section 6.1.

The following steps will guide you in viewing an employee obligation(s) details:

STEP \ On the My Employees screen, from the Actions column, select the r icon as

shown below in Figure 33.

£
1
[
LI
x
3
m
=
L)
-

Figure 33: My Employees Screen — Details Icon
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An Obligation Details pop-up screen will be displayed. The Obligation Details pop-up screen

shows the employee’s personal information and the salary deduction obligation(s) details. The
salary deduction obligation(s) is the mortgage payment(s) to be deducted from an employee

's salary and remitted to the NHT, as shown below in Figure 34.

Obligation Details X CLOSE

82000761120 $16,850.00

82000723400 $5740.00

Figure 34: Obligation Details Pop-up Screen
Obligation Details Screen Elements:

1 Total field — this displays the total SD amount to be deducted from an employee’s
salary.

2 Account # (column) — this displays the individual loan account(s) an employee makes
payments for.

3 Amount (column) - this displays the corresponding SD amount for each loan account

in the Account column.

' If any of the information in the Obligation Details pop-up screen is
’mpﬂ riant incorrect, advise your employee to contact the NHT.
>4 0,@ ‘.":i;“

Viewing the Obligation Details for an Employee Complete!
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6.4 Deleting an Employee from your SD Listing

An employee may have to be removed from your SD listing for a number of reasons. Reasons
for removal include resignation, retirement, termination of employment or insufficient funds

to cover the deduction to NHT. An employee may be deleted either temporarily or

permanently.

\ /

B O ~  To delete an employee temporarily, i.e., for the current payroll period see

~ ~
o section 7.5.3

The following steps will guide you in deleting an employee from your SD listing permanently:

’mpﬂftam! Remember, to access the My Employees screen see section 6.1.

\ On the My Employees screen, after identifying the employee to be deleted from your
STEP 1

SD listing, in the Actions column, seleit the ™ icon as shown below in Figure 35.

Al
Ll

Figure 35: My Employees Screen - Delete Icon

STED) A The Delete Deduction pop-up screen will be displayed. Enter the reason for requesting
: permanent deletion in the REASON field as shown below in Figure 36.

e The reason for deletion should be typed in sentence case. For example: John
Brown has resigned.

e The reacan for deletian chotild incliide kevwwoarde cirich ac: Fmnlovee recinned
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Delete Deduction

Reason
The employee has resigned.

B[N Y CANCEL

Figure 36: Delete Deduction Pop-up Screen — Reason Field

Then click the button.

A notification will be sent to the NHT requesting approval for the employee

[ ]
> ¢ to be deleted. Once processed, you will receive a notification.
/O\ e When an employee is permanently deleted, the employee will no longer

appear on the My Employees screen or SD listing.

Deleting an Employee Complete!
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SECTION 7

SUBMIT SALARY DEDUCTION

( XN
Step 4
*Select

Payment *Populate
Upload Method Payment Confirm

Deductions Details

*Select Payroll
Period

-Verify Or *Review &

7 SUBMIT SALARY DEDUCTION

An employer is required to deduct and remit from the salary of an employee the SD amount
needed to satisfy the employee’s mortgage obligation with the NHT. The Submit Deduction
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screen is used to submit SD listings and payment details. There are two methods an employer
can use to submit their SD information:
1) Manual Entry — this method auto-populates your employees’ SD details. The following
activities can be performed before submitting your SD listing for processing:
e Adding a new employee deduction
e Editing a current employee deduction
e Deleting an employee deduction temporarily or permanently
2) File Upload - this method should be used to submit your SD listing using the CSV file
provided by the NHT.

& This CSV file MUST be populated using the correct format, see section 7.4.1 —
Populating the CSV File.

Payment Methods

The SDS offers two payment methods, namely:

1) Credit Card — A credit card registered to your employer profile can be used to make direct
payments through the SDS when submitting your SD listing. This feature is not currently
operational.

2) Cheque or Bank Transfer/Other — This method can be used for payments made through

your bank or at the NHT cashier with cash, cheque, debit or credit card.

After Submission

After a SD listing and payment details are submitted, a SD batch is created with a unique
batch code. This batch code can be used for future reference. You are also able to print the
SD batch details as well as export and amend a SD batch for another payroll period.

7.1 Accessing the Submit Deduction Screen

The following steps will guide you in accessing the Submit Deduction screen to submit

your company'’s SD listing using the Manual Entry or the File Upload method:
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lmportant! Remember, to access the SDS Login screen see section 2.2.

Submit Deducti .
m From the Menu Items, select the tab as shown below in

Figure 37.

National
Housing Trust

..the key to your home

Dashboard

My Employees

Submit Deduction
Deduction History
Notifications

User Accounts

Figure 37: Submit Deduction Tab

\ /7
/O\ You can also select the I D A T button from the Dashboard

screen, see section 3.
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The Submit Deduction screen shown below in Figure 38 will be displayed. This screen will be

used by the employer to submit their SD listings and payment details.

I o Submit Deduction

Manual Entry File Upload
[_—;. Use a form to submit your NHT payroll deductions Upload a CSV (comma separated value) file with the
details of your NHT payroll deductions

| CLICK HERE TO BEGIN |

l CLICK HERE TO BEGIN

RECENT DEDUCTIONS

Payroll Period Status Batch No. # of Records Total Amount Actions

30-Jul-2020 471 7 $314,069.00
25-Aug-2021 470 5 $108,704.00
29-May-2020 454 5 $116,850.00

Figure 38: Submit Deduction Screen

Accessing the Submit Deduction Screen Complete! ’
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7.2 Submit SD Listing by Manual Entry

The following steps will guide you in submitting your company’s SD listing using the Manual

Entry method:

Important.’ Remember, to access the Submit Deduction screen see section 7.1.

[ CLICK HERE TO BEGIN

. From the Submit Deduction screen, in the Manual Entry box, select the
STEP 1

button as shown below in Figure 39.

Submit Deduction

Manual Entry

[_.} Use a form to submit your NHT payroll deductions

) CLICK HERE TO BEGIND

Figure 39: Submit Deduction Screen - Manual Entry Box
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From the Create Salary Deduction Batch - Manual Entry 0 Payroll Period screen,

STEP 2

select the Payroll Period by using the calendar as shown below in Figure 40.

Create Salary Deduction Batch - Manual Entry

© Frrcs e o o

Payroll Period (Friday, 24 September 2021)

Fri, Sep 24

Figure 40: Create Salary Deduction Batch — Manual Entry oPayroII Period Screen

CONTINUE

Then click the button.

i

\ O - You can filter through the calendar to select different payroll periods according to
o h day, month and year by clicking the arrows < ” or by using the date areas shown:

56



&

National
Housing Trust

_..the key 1o your home

SALARY DEDUCTION SYSTEM
EMPLOYER’S GUIDE

From the Create Salary Deduction Batch — Manual Entry e Deductions screen,

verify the deduction details as shown below in Figure 41.

Create Salary Deduction Batch - Manual Entry X CLOSE

& Payroll Period © Deductions (3] [ 4] 5]
slact A
Deductions - &
First Name Last Mama TRN HIS MNHT Loan Account Amount Actions
NAJORIE [ ] ] I e 53755500 - =
KHAMISHA [ ] s N $6066241 ~ &
Rows per page: 10 - 1-20f2 \
Total number
of deductions
in this listing.
Figure 41: Create Salary Deduction Batch - Manual Entry eDeductions Screen
Then click the Ikt button.
NEW DEDUCTION E F E
To add a [ NEW DEDUCTION | . edit 7 a2 current deduction or

\ /
~ -
- ~

-~

temporarily/permanently delete a deduction for an employee, see Section

7.5 (Amending a SD Listing Before Submitting) before clicking the
button.
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7.2.1 Cheque or Bank Transfer/Other Payment Method

\ /
~O’ To make payment using the Credit Card payment method see section 7.3.1
- - h (Page 65).
STEP 4 From the Create Salary Deduction Batch — Manual Enz‘rye Payment Method
screen, select the & LI orIBankTransfer/()ther button as shown below in Figure 42.

Create Salary Deduction Batch - Manual Entry

ﬁ Payroll Period & Deductions 'B Payment Method

Select a payment method
Lorern ipsum dolor it amet, consecletur dipiscing olit. sed do eiusmod tempor incididunt

- Fredl'l Card

Pay using your VISA, Mastercard or NCB Keycard

> 2 Cheque or Bank Transfer/Other
Select option il YOuU Made DayTmenls via MNHI cashier or 1o NH 1 's bank acoouwn

CONTINUE BACK

Figure 42: Create Salary Deduction Batch — Manual Entry ePayment Method Screen - Cheque or Bank

Transfer/Other

CONTINUE

Then click the button.
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From the Create Salary Deduction Batch — Manual Enz‘ryo Payment Detail

STEDS

screen, populate all fields as shown below in Figure 43.

Create Salary Deduction Batch - Manual Entry % CLOSE

Q Faymall Feriod ﬁ Deductions & Fayment Method 0 Fayment Dezail 9 Review § Confirm

Cheque or Bank Transfer/Other Payment Summary
1
\ Total Payment  $98,217.41
. T — ﬂif”“' §98,217.41
Balance $0.00
Total: $98.217.41
2 3

Figure 43: Create Salary Deduction Batch — Manual Entry OPayment Detail Screen
Cheque or Bank Transfer/Other Elements:

1 Lodgement Date - The date when the payment was transferred or paid into the
NHT's bank account.
2 Reference/Cheque No.:
e A unique number automatically generated by your bank’s online system or
e Your receipt number or
e The number located on the top / bottom of your cheque.
3 Amount - The total payment made to NHT for this SD listing by cash, cheque, bank

transfer/other methods.

The total amount entered in the Amount field must be equal to or

Impor[ant! greater than the total payment amount in the Payment Summary

box as shown in Figure 43 above.
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If multiple payments are made to cover a SD listing, you can select the button

to display additional payment details data field, as shown below in Figure 44.

Cheque or Bank Transfer/Other Payment Summary

Total Payment §98,217.41

[ ———— wrenrt File Total
B a01s02m 153436 §9BI17.41 V=) [LI,:,] 2 $98,217.41
Balance $0.00

B Lodgement Date AelererceiChegque No ;D:.-. ( ? \
- ) Total: 598,217.41 You can remove the

additional data row by

clicking the @ icon.

Figure 44: Create Salary Deduction Batch — Manual Entry oPayment Detail Screen — Add Another Button

From the Create Salary Deduction Batch — Manual Entry o Review & Confirm
VY .‘ N0
STEP6 screen as shown below in Figure 45, verify payment information and then select

the check box ' to agree that the information being submitted is accurate.

Create Salary Deduction Batch - Manual Entry X CLOSE
@ Payroll Period @ Deductions & Payment Merod @ Payment Detal © Review & Confirm
Summary
Payroll Period 2020-09-01
Number of records in fi.—. 2
File Total $98,217.41
Total Payment $98,217.41

Figure 45: Create Salary Deduction Batch — Manual Entry o Review & Confirm Screen — Check Box
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\ /
b O ~  To make any changes to the SD listing or payment details, click the BACK

button on the respective screen and make the adjustment(s).

SUBMIT &

Then click the button.

Once you have successfully submitted your company’s SD listing and payment details, the
system will automatically create a SD batch file. This SD batch file is assigned a unique batch
code. A notification will appear on your screen, as shown below in Figure 46, stating that Your

National Housing Trust Salary Deduction Listing has been successfully submitted.

Manual Entry File Upload

[;: Jue 8 form 0 submit your NHT payroll deduction Upload 8 CSV {comma separated veloe) tle with the
m detady of your NHT payrof deduction
CLICK HERE TO BEGIN i ee e o1 b oo i e e Ya e n
| CLICK HERE TO BEGIN

RECENT DEDUCTIONS

Payred Pened Slatus Baich Code # of Reconds Total Amonstt Actions

01-Sep-2020 «» 304 2 $08.217.41
01-Aug-2019 > 272 2 $98332.64 m

Figure 46: Successful Submission Notification

e The most recent deduction will appear as m in the Recent Deductions
:O: box waiting to be processed by the NHT.

e If the SD listing was processed successfully, then the batch status will change
(o] PROCESSED
e |If the SD listing has an error or was cancelled by an authorised NHT officer,

the batch status will be marked as.

PR

Submit SD Listing by Manual Entry Complete! ¢4 40
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7.3 Submit SD Listing by File Upload
The following steps will guide you in submitting your company's SD listing using the File

Upload method with a CSV file:

Important.’ Remember, to access the Submit Deduction screen see section 7.1.

From the Submit Deduction screen, in the File Upload box, select the

STEP] Y

l CLICK HERE TO BEGIN ‘

button as shown below in Figure 47.

Submit Deduction

File Upload

Upload a CSV (comma separated value) file with the details of your NHT
Q payroll deductions

a

QCLICK HERE TO BEGIN

Figure 47: Submit Deduction Screen - File Upload Box
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- From the Create Salary Deduction Batch - File Upload 0 Payroll Period
STEP 2

screen, select the Payroll Period by using the calendar as shown below in

Figure 48. I

Create Salary Deduction Batch - File Upload

© Payroll Period

Payroll Period (Tuesday 06 October 2020)

Tue, Oct 6

October 2020

- @

Figure 48: Create Salary Deduction Batch - File Upload o Payroll Period Screen

CONTINUE

Then click the button.

You can filter through the calendar to select different payroll periods

,O\ according to day, month and year by clicking the arrows <> or by using

the following date areas; ©¢toper 2020 o, .
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Deduction File

From the Create Salary Deduction Batch - File Upload e Upload File screen,
STEP 3

upload your SD listing, select the I csvfi=enly field as shown below in Figure 49.

Create Salary Deduction Batch - File Upload

& Fayroll Period €) upload File

Select deduction file for processing
~

Figure 49: Create Salary Deduction Batch - File Upload e Upload File Screen

BACK

Important! Remember, to populate the CSV file see Section 7.4.1.

After successfully uploading the SD listing, the system will auto-populate the Deduction File

Data area with the deduction information for each employee in the CSV file, as shown below

in Figure 50.
Create Salary Deduction Batch - File Upload X CLOSE
& Payroll Pericd € upioad Fie [3] 4] 5]

Select deduction file for processing

B Dean civ *

TEM nas

Last Kama Aurscoamnt
MLANINE _ _

Figure 50: Create Salary Deduction Batch - File Upload e Upload File Screen - Deduction File Data Area

CONTINUE
Then click the -

button.



Housing Trust

_..the key 1o your home

National SALARY DEDUCTION SYSTEM
EMPLOYER’S GUIDE

7.3.1 Credit Card Payment Method

\ /
‘O’ To make payment using the Cheque or Bank Transfer/Other payment method

see section 7.2.1.

From the Create Salary Deduction Batch — File Upload e Payment Method
STEP 4

screen, select the ™ CEUTCE0 3 a5 shown below in Figure 51.

Create Salary Deduction Batch - File Upload

& Payroll Period & Upload File © Payment Method

Select a payment method
Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt

e
L) & CreditCard
y Pay using your VISA, Mastercard or NCB Keycar

i Cheque or Bank Transfer/Other
Select option if You made paymenis via NHT cashier or to NHT's bank account

CONTINUE BACK

Figure 51: Create Salary Deduction Batch - File Upload e Payment Method Screen - Credit Card

Then click the button.

’ If your company does not have a credit card registered with NHT Online,

-
-~

~ proceed to section 7.4. However, if your company already has a credit card

AY
-

registered with NHT Online, continue to Step 5.
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From the Create Salary Deduction Batch — File Upload o Payment Detail screen,
STEP 5

enter the SD amount in the AMoUNt field as shown below in Figure 52.

Create Salary Deduction Batch - File Upload

& Fayral Prricd ) uohoad Fie @ Fayment Meod ) Fayment Cetal 5]
Credit Card Payment Summary

Fory i your VEBA, Mishessand or MCH Kibyod

Total Payment $53,135.83

L File Total $53,135.83

Balance $0.00

Total: $53,135.83

CONTINUE |-Eid

Figure 52: Create Salary Deduction Batch - File Upload e Payment Detail Screen — Amount Field

CONTINUE

Then click the button.
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From the Create Salary Deduction Batch — File Upload e Review & Confirm screen,

STEP 6

verify the payment information and then select the check box “to agree that the

information being submitted is accurate as shown below in Figure 53.

Create Salary Deduction Batch - File Upload X CLo8

@ Pyt Perce @ woond e @ Prrment e @ oot Do © Pevew & Confien
Summary
Payroll Period 2020-10-06
Number of records in fi.. 2
File Total $53135283
Total Payment $53135.83

Figure 53: Create Salary Deduction Batch - File Upload e Review & Confirm Screen — Check Box

SUBMIT &

Then click the button.

-~

\ /
‘ O: To make any change(s) to the SD listing or payment details, click the BACK

button to the respective screen and make the adjustment(s).
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Once you have successfully submitted your company’s SD listing and payment details, the
system will automatically create a SD batch file. This SD batch file is assigned a unique batch
code. A notification will appear on your screen, as shown below in Figure 54, stating that Your

National Housing Trust Salary Deduction Listing has been successfully submitted.

Submit Deduction

9 Your National Housing Trust Salary Deduction Listing has been successfully submitted.

Manual Entry File Upload

[:) Use a form to submit your NHT payroll deductions Upload a CSV (comma separated value) file with the
details of your NHT payroll deductions

[ CLICK HERE TO BEGIN |

[ CLICK HERE TO BEGIN

RECENT DEDUCTIONS
Payroll Period Status Batch Code # of Records Total Amount Actions
01-Sep-2020 D 304 2 $98,217.41

Figure 54: Submit Deduction Screen - Successful Submission Notification

® O # e The most recent deduction will appear as &0 in the Recent Deductions
- box waiting to be processed by the NHT.
- e If the salary deduction listing was processed successfully, then the batch
status will change s} PROCESSED J§
o If the salary deduction listing was cancelled or has an error, the batch status

will be marked as .

L (@

®

Submit SD Listing by File Upload Complete! g
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7.4 Assigning a Credit Card to Your Employer’s Profile

There is a credit card option; however, it is not currently operational.

7.4.1 Populating the CSV File
Where an employer is submitting their SD listing by the File Upload option, it is required that
ONLY the CSV file provided by the NHT is used.

This CSV file is an EXCEL spreadsheet that has a specific format which MUST be adhered to
without any modification. In order to populate the file, the information in each column should

be entered as follows:

Column A Employee’s first name

Column B Employee’s last name

Column C  Employee’s TRN

Column D  Employee’s NIS

Column E  Loan Account Number (only one loan account number is required where
the employee is making payments for multiple loan accounts)

Column F  SD Amount (fotal SD amount of all loan accounts for which the

employee is making payments)
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A populated CSV file is shown below in Figure 55.

A B C | D E | F
Lo Brown  1IASGTRD AIDDOR0 GAOOOILIZ 3000
2 May e LDDRENNN 135 505!

Figure 55: CSV File

¢ Column headings should not be included in the CSV file.
Important!

¢ Do not format the CSV file.

CSV File Format Complete! Ex
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7.5 Amending a SD Listing Before Submitting

An employer is able to add a new deduction, edit an existing deduction for an employee and

delete an employee (temporarily or permanently) before submitting a SD listing using the

Manual Entry option.

7.5.1 Adding a New Employee Deduction

The following steps will guide you in adding a new deduction for an employee to your SD

listing before submitting:

Impo tant! Remember, to access the Create Salary Deduction Batch — Manual Entry
riant.

9 Deductions screen see section 7.2 and follow the steps.

STEP 1 \ From the Create Salary Deduction Batch — Manual Entry o Deductions screen,

select the button as shown below in Figure 56.
|

Create Salary Deduction Batch - Manual Entry * CLOE
& Fayion e @ Deouction D [ 4] O
—»..m
Deductions
e i PP i

Indicates that a mew employee has been
added to your 5D listing or an addigonal
obligation has been added for a current
emoloves o vour 5D listing

Figure 56: Create Salary Deductions Batch - Manual Entry e Deductions Screen — New Deduction Button
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The New Deduction pop-up screen will be displayed as shown below in Figure

57. Populate all fields with the information for the employee.

The following fields must be populated:
e Employee’s First Name

e Employee’s Last Name

e Employee’s TRN

e Employee’s NIS

e NHT Loan account number (Only one loan account number is
required where the employee is making payments for multiple loan
accounts)

e Amount (Total SD amount for all the loan accounts the employee is
making payments on)

e Phone number

New Deduction

First Name Last Name
TRHN * NIS
MNHT Loan Account Armount *
Employese Mumber Job Title
Ema Phone
m CLOSE
|

Then click the m button.

Q- ®
Adding a New Employee Deduction Complete! ex -2
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7.5.2 Editing an Employee Deduction

The following steps will guide you in editing a current deduction for an employee before

submitting your SD listing:

I t t' Remember, to access the Create Salary Deduction Batch — Manual Entry
mporiant.
e Deductions screen see section 7.2 and follow the steps.

From the Create Salary Deduction Batch — Manual Entry eDeducz‘/ons screen,
STEPI\ search for an employee by entering any of the following employee information:
First Name, Last Name, TRN, NIS, and NHT Loan Account Number in the SEARCH
field as shown below in Figure 58.

Create Salary Deduction Batch - Manual Entry X CLOSE|

@ Payroil Period © Deductions © 4] (5]
Deductions < ) <
First Name Last Name TRAN NIS NHT Loan A ¢ Amount Actions
©  KAMARYA — I I 4942303 7 %
P

S

Indicates that a new employee has been added to

your SD listing or an additional obligation has been

added for a current employee to your SD listing.

Figure 58: Create Salary Deduction Batch — Manual Entry eDeductions Screen - Search Field

STEP? From the search results shown below in Figure 59, identify the employee whose
JILE &

record is to be edited from the Actions column and then select the - icon.
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Create Salary Deduction Batch - Manual Entry X CLOSE

Q Paytoll Period G Deductions o a 0

Deductions

First Mams Armount Actiong

Last Mame TREM MIS MNHT Loan Acoount

Figure 59: Create Salary Deduction Batch - Manual Entry eDeductions Screen - Edit Icon

From the Edit Deduction pop-up screen shown below in Figure 60, update the
STEP3 =
“" information for the employee and then click the button.

ANTHONIO

20000

Ix : I
( I
z b

@ CLOSE

e _Figure 60: Edit Deduction Popoyp Screen

oA
Editing an Employee Deduction Complete! @é

7.5.3 Accessing the Delete Deduction Pop-up Screen

From the Delete Deduction pop-up screen, there are two options that can be used to delete

an employee from your SD listing before submitting it to the NHT:
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1) Temporary — this option should be used to delete an employee from the SD listing for a

specific payroll period.
2) Permanent (A request will be sent to NHT) — this option should be used to delete an

employee permanently from your SD listing with the NHT's approval.

\ /
i O " When an employee is permanently deleted, the employee will no longer appear
~ ~

on the My Employees screen or on your SD listing.

The following steps will guide you in accessing the Delete Deduction pop-up screen to

temporarily or permanently remove an employee from your SD listing:

M Remember, to access the Create Salary Deduction Batch — Manual Entry
9 Deductions screen see section 7.2 and follow the steps.
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From the Create Salary Deduction Batch — Manual Entry eDeducz‘/'ons screen,

search for an employee by entering any of the following employee information:

First Name, Last Name, TRN. NIS, and NHT Loan Account Number in the SEARCH

field as shown below in Figure 61.

Create Salary Deduction Batch - Manual Entry X CLOSE|
& Payroll Period @ Deductions [ 2] [ ] (s ]
Select All
Deductions =
First Name Last Name TRN NIS

NHT Loan Account Amount Actions

L] LEANORA

$40,841.89 P
$49,423.03 P

Rows per page 0 - 12012

Figure 61: Create Salary Deduction Batch — Manual Entry eDeductions Screen - Searching for an Employee

I &

From the search results shown below in Figure 62, identify the employee to be

7
deleted, then select the ' icon from the Actions column.
Create Salary Deduction Batch - Manual Entry X CLOSE

@& Payroll Period © Deductions 3] L (4] (5
Select Al
Deductions - 2
First Name Last Name TRN NIS NHT Loan Account Amount Actions

h

©®  LEANORA I I D e 34084189 /|

Figure 62: Create Salary Deduction Batch — Manual Entry ODeductions Screen - Delete Icon

,

Accessing the Delete Deduction Screen Complete! L 4
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7.5.3.1 Temporary Deletion

The following steps will guide you in temporarily removing an employee from your SD listing
for a specific payroll period:

Important! Remember, to access the Delete Deduction pop-up screen see section

\ On the Delete Deduction pop-up screen, the temporary option is already selected
SIEP for you as shown below in Figure 63. To confirm removal, click the
button.
Delete Deduction
Select option below
@® Temporary

(O Permanent (A request will be sent to NHT)

> @CANCEL

Figure 63: Delete Deduction Pop-up Screen — Temporary Deletion

Temporary Deletion Complete!
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7.5.3.2 Permanent Deletion

The following steps will guide you in permanently removing an employee from your SD listing:

o t’ Remember, to access the Delete Deduction pop-up screen see section
mportant: 753,

After selecting the ] icon, the Delete Deduction pop-up screen will be
displayed as shown below in Figure 64.

>

STEP

(1) Select the Permanent option.

(2) The reason field will then appear, enter the reason for requesting permanent
deletion in the Reason field.

A reason MUST be stated in the Reason field.

Delete Deduction

Select option below
O Temporary

@ Permanent (A request will be sent to NHT)

Reason

ISR CANCEL

Figure 64: Delete Deduction Pop-up Screen — Permanent Deletion

Then click the FEE33ET button.

-~

</~ A notification will be sent to the NHT requesting approval for the employee
~  to be deleted permanently. Once processed, you will receive a notification.

Permanent Deletion Complete! t@é
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SECTION 8

DEDUCTION HISTORY

4 D
* Viewing your Deduction
History

————
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8 DEDUCTION HISTORY

The Deduction History screen shows the batch status and batch details of all SD listings
submitted to the NHT for processing through the SDS, email delivery or those which are
bearer delivered. The batch status describes the condition of all SD batches submitted to the
NHT for processing. A SD batch can be marked with the following:
e New - is displayed in the Status column of all SD batches submitted that are awaiting
processing by the NHT.
e Processed — is displayed in the Status column once a SD batch has been processed
by the NHT.
e Cancelled - is displayed in the Status column for SD batches with errors. These batches

require investigation, and the payroll personnel may be contacted by the NHT to help

resolve the issue.

8.1 View Deduction History Details

The following steps will guide you in viewing your deduction history details:

M Remember, to access the SDS Login screen see section 2.2.

STEPI\ From the Menu ltems, select the tab as shown below in

Figure 65.

National
Housing Trust
...the key to your home

Dashboard
My Employees

Submit Deduction

Deduction History

Notifications

User Accounts

Figure 65: Deduction History Tab
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From the Deduction History screen, in the Search for Deduction box, search for
MIIPAY a SD batch by populating any of the following search options: From/To Period,

NHT Account #, First Name, Last Name or TRN as shown below in Figure 66.

| Deduction History I

Use the search form 1o find and view past salary deductions

SEARCH FOR DEDUCTION
From Period To Period NHT Account #
& 2019-01-01 X B 202009-14 X 12345 X

First Name Last Name TRN
John X  Doe X 000000000 X m

Figure 66: Deduction History Screen — Search For Deduction Box

Then click the button.

Once you have entered the correct information, the Search Result will be displayed as

shown below in Figure 67.

RESULT
Payroll Period Status Batch Code # of Records Total Amount Actions

28Feb2020 255 8 $108769.06
01-Aug2019 m 2 $98.332.66

Rowsperpage: 10 ~ 1-20f2 ¢

Figure 67: Deduction History Screen - Search Result
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From the search results as shown below in Figure 68, identify the SD batch and

Do
STEP 3 then select the button to display the SD batch details.

RESULT

Payroll Period Status Batch Code # of Records Total Amount Actions

28-Feb-2020 255 8 $108,769.06 @(_

01-Aug-2019 272 2 $98,332.66

Rowsperpage. 10 = 1-20f2 {0

Figure 68: Deduction History Screen - Details Button

The Deduction Details screen will be displayed as shown below in Figure 69.

Deduction Details X CLOSE

HEADER

Payroll Period Batch Code # of Records Total Amount Status

28-Feb-2020 255 8 $108,769.06 PROCESSED
DETAIL
First Name Last Name TRN NIS Account # Amount
NOVELETTE [ ] [ [ ] [ ] $2,029.00
NOVELETTE [ ] [ [ ] I $5919.78

Rows per page: 5 = 1-50f 8 >

Figure 69: Deduction Details Screen

8
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Deduction Details Elements:

The HEADER box displays the following information:

Payroll Period

Batch Code

# of Records in the batch
Total SD Amount

Batch Status

.

SALARY DEDUCTION SYSTEM
EMPLOYER’S GUIDE

The DETAIL box displays all employees and their SD record details that were submitted

in the batch.

View Deduction History Details Complete!
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SECTION 9

GLOSSARY

*Terms defined ]

—
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9 GLOSSARY

SALARY DEDUCTION SYSTEM

EMPLOYER’S GUIDE

The glossary gives a quick definition of key terms.

Batch Code

This number is automatically generated by the SDS once the SD

listing and payment details are submitted successfully.

Comma Separated Value

(CSV) File

This is an excel file format provided by the NHT to be used for

the submission of the employers’ salary deduction listing.

Dashboard

This is a user interface which provides ‘at a glance’ views of key
aspects of the system and allows users to access the different

screens.

Employee Obligation

Displays the details of the loan accounts and corresponding

amounts for which the employee is responsible.

Payer Obligation

Stores all the salary deduction details for a payer (mortgagor), such
as the loan account number(s), TRN, SD amount and SD effective

date.

Payroll Period

This is the effective date for which the SD batch is being paid.

Permanent Deduction

The expected amount remitted periodically by an employer to the

NHT on behalf of an employee over the period of the loan tenure.

Salary Deduction

Mortgage payment(s) to be deducted from an employee’s salary

and remitted to the National Housing Trust.

Salary Deduction (SD)

Record

Consists of the individual SD details for an employee, i.e., loan

account number, TRN, SD amount and SD effective date.

Salary Deduction (SD)
System

This is the automated system used by employers to submit their SD

listing and payment details.

Salary Deduction

Amount

The mortgage payment amount that is expected to be paid for each

employee (advised by the NHT).
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Salary Deduction Batch Created after a SD listing along with its related SD payment details
are submitted through the SDPS or SDS and are assigned with a

unique batch code.

Salary Deduction Listing | A listing of employees along with their corresponding salary

deduction details.

Salary Deduction The automated system used by employees of the NHT to process
Processing System all salary deduction mortgage listings and payment details
(SDPS) submitted by an employer, whether through the Salary Deduction

System (SDS) or delivered by bearer to the NHT.

Salary Deduction System | The automated system used by employers to submit their salary

(SDS) deduction mortgage listings and payment details.

Status This relates to the current state or condition of a SD batch. Example

processed, cancelled or new.

Temporary Deduction The expected amount remitted to the NHT for a specific period by

an employer for an employee.

User Account An authorised employee who has access to the SDS.
User Account Type This indicates the level of authority to make changes within the
system.
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