
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

How to Select the Holiday Bonus 13th Cheque expected pay date 

 

 

• You will find the below on your Dashboard, in order to select your expected pay date before the 21 November 2022, please Click here 

 

 

• Only focus on Holiday Pay Bonus date, ignore everything else. Once done, click Update Employer 

 

 

 



Automated 13th cheque / Holiday bonus year end application 

 

Figure 1: 

 

• After you have selected your Holiday Pay bonus date and we have received your October return fully paid and processed.  

• You will be notified by email that your Holiday Pay bonus is now ready for checking as the status will show Query / Confirm – Figure 1 

• To view calculations, please see Figure 2.  

• To complete the application, please see Figure 3. 

 

 

 

 

 

 

 



Figure 2: 

 

 

Figure 3: 

 

 

 

 



 

 

 

 

 

 



 

 

 



How to create the Year End Pay-out for Leave / Sick Bonus, where the employer shuts down during the 

December period or Employees are due for a Sick bonus.  

 

 

 

 

• Payouts > Year End Payouts > Create New Payout 



 

• You are able to view outstanding months and outstading invoice but just click continue to application to proceed with the application 

 

 

• Complete and verify below marked in red. 



 

 

Leave Pay 

 

 

• If the company does not shutdown in December, select No.  

• If you have certain employees going on leave during the December period, please apply for them through the normal pay-outs process, 

via Employee Pay-outs. 

 

 

 

 

 



 

 

 

 

 

 

• If the company does shutdown in December, select Yes and you will have the option to continue with the application. 

• Please also enter an Expected Pay Date. 

• Complete Annual Shutdown Date from  & Annual Shutdown Date To  as shown below. 

 



 

• Enter how many days the employee will be going on leave for (Days entitlement) – Then click tick boxes to confirm banking details and 

to confirm the days 

•  
• Verify the information and then click Submit Year End Pay-out. 

 

 

 

 

 

 

 



 

• Type yes in lower case (small letters). 

 

 

• If submitted successful, status will show submitted. 

 



 

Sick leave bonus 

 

 

• Sick Leave Bonus -  This should only be selected if the employees qualify for Sick Leave Bonus. 

• This option can be selected together with Leave Pay 

 

 

 

 

 

 

 



 

 

 

 

 

• If there are no banking details for the employee, you will see by the orange warning rectangular sign and no details by payment details.  

 

 

 

 

 

 



 

• View Employee banking account   

• Confirm banking details and confirm employee by ticking the boxes  

• If employees have banking details, you will see there is Employee’s bank account by payment details.  

• View Employee banking account   

 

 

 



 

• Type in yes in lower case (small letters). 

 

 

 

• If submitted successful, status will show submitted. 

 



 

 

• Once calculations are done by the NBCRFLI, the company contact person will get an email. 

• The Employer will then be able to verify by either Query/Confirm the application/s and then submit it when you’re 100% satisfied with 

the calculations. 

 

• When the application shows as Application processed, you should know the application is complete and will be paid.  

• Send yourself a remittance advise by clicking   

• Download application by clicking PDF  

• View application by clicking  

 

 

 

 

 

 



 

• Here you can view how much all employees will be getting via the menu below Payouts > Year End Calculations 

 

 

 

 

 

 

 



 

• You can download the calculated amount report for all employees in PDF or excel format, or view each employee by the  

 

 

 

 

 

 



 

• If you clicked on the ,  you will be able to see the below screen on total amount to be paid and how it was calculated. 

 

 



For E-Business related queries, please contact us on the below 

 



 


