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PAYROLL MODULE OVERVIEW

The payroll module provides an efficient method of maintaining employees, processing
payruns and meeting ATO requirements.

The time sheet and payroll system work together to determine:

o Default employee pays

e Paytypes based on number hours, times worked, split shift rules etc
e Allowances and deductions based on user-defined rules

e RDO entitlements

Timesheet imports use a range of standard formats such as XML, CSV, Microsoft Excel, or
customized formats to suit clients’ timesheet software.

o Fully user-definable award rule interpretation
e Award succession based on award rules (age, time of employment)
e Fullintegration to the jobs module to allow allocation of employee time for costing and

on-charging based on overheads and charge out rates (determined at a job, debtor or

department level)

How To Use This User Guide

Information is listed in the order of which you would find the screens in the menus of Accrivia.
Screen images are displayed where necessary and the details of the screen fields are
summarised in tables. Where needed a more detailed description of the field and/or process
will be listed after the relevant table.

At the end of the User Guide you will find detailed “How to’s” about specific payroll related
scenarios and how to cover them using Accrivia.

Your trainer will lead you through this guide. As you progress through the program, complete
the exercises and record your organisational policies where indicated, to get the most out of

this course.

Page 17



How to Move Around/Use Accrivia

Screen Navigation

- | - ||E|| gl | Navigator/Arrow buttons to move between records
+ Add new record
v To save changes to record

To delete a record. Can only be done where no other data exists for

_— the record
X To abandon changes
Amou;:asﬂlha%r:jmenl Award To Move a columnin a grld = grab the title with the mouse, drag and
$1,442.00 drop to desired position

Merge two records together. Any record with postings cannot be

deleted. Where a duplicate entry has been set up in error, the rec-

ords can be merged using this function. All transaction history will

be transferred to the record you are merging with and the first record

is deleted. ** This is a permanent function and cannot be undone.

P — Changes the reference code for this entry. All historical references
;| Edit Code

to this record will be updated with the new code.

Each form has the option to make a record redundant. The
conditions and terminology around this function may vary between
[~ Redundant modules. A redundant record cannot be ‘posted’ to, but filtering
options allow you to report on or view these records if required.

*Not applicable to employees in the Payroll Module
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Insert or Arrow Down |

Add a new line

CTRL + Del

Delete line

Arrow Up 1

Save line

Arrow Down |

Save line AND add new line below

ESC Clear changes in field

ESC x2 Clear all changes to line

CTRL — Opens a sub line on line with a +
CTRL « Closes a sub line

D When in date field to insert today’s date

+ or - When in date field to adjust date

CTRL+D When in memo field to insert current date & time

Tick Box Space bar to add remove tick or double click on tick box.

the screen

Hold your mouse over each field to view a description in the ‘hints’ bar at the bottom of

Where there is a need to Type “Yes’ or ‘No”. The first letter is always in uppercase and
the remaining letters are lower case.

match

By default if you type a part of a code into an entry field the system will jump to the next
closest alpha-numeric match. Alternatively you can elect to have the system
automatically open the search selection screen if the typed code does not have an exact

System Check

Menu option: FILE -

* 53 Check
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Accrivia provides a report that can be run at any stage throughout any month which explores each
module and runs cross-checks to ensure that all entries in the system are correct and balanced.

Errors indicate that there is corrupt data or unbalanced transactions in the system and this process
allows for these to be corrected before End of Month/Year processing.

It is highly recommended that a System Check be performed before running an EOM or EQY
roll over.

As some databases can be very large - it is recommended that you run a System Check only for the
Module you are working on by double clicking on the boxes next to the module names to select.
EG: Only click the boxes for Creditors and leave all others blank - this will then only check all
transactions relating to Creditors. Untick all other boxes.

*** NOTE - As the General Ledger is linked to almost all other modules in some format,
ticking these boxes along with the main module like Creditors can also confirm that all
postings into the GL are correct, however it is not critical that it be done at the same time.

Dates

It is extremely important to ensure that you are using the correct system date when running a
system check. This may require you to manually change the system date to get the correct
information.

Examples:

If you are running an End of Month check, ensure that you set the system date to the last
day of the month you are working in- 30/4/14.

If you are running an End of Year check, ensure that you set the system date to the last day
of the month you are working in- 30/6/14. Failure to set the correct date - ie running a
system check on 4/7/14 for the previous financial year will result in Error messages that are
not valid as the system is trying to balance across 2 years.

Module tick boxes

As can be seen below, each module has multiple tick boxes available, with each one performing a
different function. Listed below are the function details of each box.

DEBTORS

e Box1-tick to perform a check on the Debtors module

e Box 2-tick to realign period totals with the date of the transaction
It is recommended to tick both boxes to eliminate simple date fixes that the system will handle
itself.
JOBS
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e Box1-tick to perform a check on the Jobs module
CREDITORS

e Box1-tick to perform a check on the Creditors module
e Box 2 -tick to realign period totals with the date of the transaction

It is recommended to tick both boxes to eliminate simple date fixes that the system will handle
itself.

GENERAL LEDGER

e Box 1 -tick to perform a check on the General Ledger module

e Box 2 -tick to check the GL against the Debtors & Creditors modules

e Box 3 -tick to check the GL against the Cashbook postings

e Box4-tick to locate the actual transaction that is in discrepancy between the GL and the

relevant module in question
PAYROLL

e Box1-tick to perform a check on the Payroll module
e Box 2 -tick to perform a check against the Payroll Accruals

It is recommended to tick both boxes in Payroll as Accruals form an important function, and
finding errors early can be of great assistance.

INVENTORY

e Box1-tick to perform a check on the Inventory module

e Box 2 -tick to check the Inventory Movement against the SOH figure

1. Select to check that the system date is correct - if running this before an
EOM you will need change the date so that it reflects the last day of the month you are
checking.

2. Select

3. Ensure nooneis in the system using the modules to be checked.

4. Click in the check-box/es for each module you want to check, (hold cursor over each box
to view a description of each option in the Hint bar at the bottom of the screen). Click in

all boxes on each module line.
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5. By default a tick will appear in every module when you open this screen (see below). Double
click in the boxes to remove any modules you do not want to run.

J® Check System Balances EI|&.
l Results ]

Erzure no one is in the system uzing the modules to be checked. check the Check-box for the module and
press Do 10 Results can be viewed and printed on the Results page.

Check. Errars i amings
Debtars v [ 1 af 2 0 0
Jabs [v 1 of 2 0 0
Creditors AN 1 of 3 1] 1]
Gledger MR [ 1 of 4 0 0
Payrall - 1 of 8 0 0
lnwentary [~ 1 of 15 0 D

v Check all Comps az One
[~ Check Individual Entities

| =] & Dol

6. Click on the [po 1T] button to start the checking process. Be patient it may take a while to

process.

7. Open the Results Tab to view results. This screen will list details of any items not currently in
balance.

8. Did your check reveal any Warnings?
Warnings generally alert us that, although the system balances, there is a discrepancy
between the sub totals of each period. Ensure the Module/s you are checking has a black
(not grey) tick in both check-boxes and re-check the system. This should correct any dis-
crepancies.

9. Did your check identify any system Errors?
Errors indicate that there is corrupt data or unbalanced transactions in the system. These
errors should be corrected to ensure the system balances. To assist Accrivia it is essential
that a copy of the Results screen be emailed to support@accrivia.com.au for verification and

correction.

Errors must be corrected before running any End of Month/Year routines.

The drop-down box at the bottom of the screen to check Entities is for internal use only and
should not be changed by anyone other than Your Accrivia Support Team.
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PAYROLL DEFAULTS - SYSTEM
SETTINGS

Before You Start

Before you can set up employee files you must first define the system settings specific to the
Payroll Module. Then values must be defined for all other options,
e.g. Pay types, Awards, Departments, Codes etc.
1. Define System Settings
e See "System Settings - PDF Reports" on next page
e See "System Settings - Bank" on page 26
o See "Wage Accrual (General Ledger)" on page 35
2. Define Payroll System Settings
e See "System Settings - Payroll" on page 30
3. Define General Payroll File Maintenance Screens

¢ See "Payroll General File Maintenance Screens" on page 67

Steps 1 and 2 will rarely need changing once set-up

The General Payroll File Maintenance Screens will require updating on a ad hoc basis as
required
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System Settings - PDF Reports

FILE | SysTEM | SETTINGS — PDF Reports tab is where the location of system produced PDF reports
are saved.

ﬁ Branch Maintenance / System Preferences EI@
Branch ] Tax ] Barik ] System ] [ates Payroll ] Creditors ] Debtors ] Debtors 2 ] Debtors 3 ] POS ] Ireventary ] Jobs
Jobs ¢ ] Jobs Quote ] Ledger FDF Reports l Data Transfer ] Ermailing / Automated Feporting
Archiving Directories
Staternents i J Remittance |'\\DATASVF| WhorkingsD an'ternp? J
Stocktake [\sDATASVR\arking'D antemp2 | Papcl[WDATASVRWorking\Danenp2 L]
Inwoice |\\DATAS\-"F| “wiorkingDanhtemp?2 J
Agzociated Files
Standard |\\DAT.&SVH\Working\Dan'\temp2 J Bestricted |WA\DATASYRWorkingD anitempz J
Creditor Email Meszages Debtor Email Meszages
Femit Quate Irreoice
Advice
Credit Order Statement
Reguest
Purchase Delivery
Order Docket
Payroll Email Messages
Paypslip
| 4 | < | g | Bl | Branch: ADELAIDE - DEMO COMPANY - S50 BRANCH

Email Settings
You have the ability to store an email address where a 'Blind Copy' of each email will be stored.

Archiving Directories

1. Locatetheindividual folders where each type of PDF is to be auto saved. As a general rule
this would be on your server where other Accrivia Users can also access them. Create new
folders if required

2. Enter the address into the applicable field of the Archiving directory section.

e Statements - Debtors statements
o Stocktake - Stocktake Reports
¢ Invoice - Debtor Invoices

¢ Remittance - Creditor Auto Pay Remittance Advices
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e Payroll - Payslips, Payments Summaries and Super Removed report. Also includes
a sub folder for Super Contribution files.
e Associated Files
Associated Files - -an extra level of security has been added which restricts the ability of a User
to Edit codes in Creditors, Debtors or Jobs.

In order for Users to be able to see the Edit Code button in any of the above modules, they
must first have permission on the Menu Visibility fields, then also ensure a a tick is placed in
this fields below.

It should be noted that there must be a Filepath name set up in Associated Files fields both
Standard and Restricted.

/9 Branch Maintenance / System Preferences Eli&
Branch ] Tax ] Eank ] Svetem ] D ates ] Payall ] Craditor ] Ligbtors ] Debtors 2 ] Debtors 3 ] POS ] Irwentan ] Jobs
Jobs $ ] Jobs Quote ] Ledaer PDF Reports Data Transher ] Emailing # Automated R eporting
Archiving Directones _——
Statements |EREEIEE ingD anttemp2 J Femittance |\\DATASVH\Working\D anhtemp? J
Stocktake |\\DATASVH “warkingiD ansternp2 J Payrall |\\DATASVF| SworkingsD anstermp2 J
Ihvaice |\\DATASVH “Wwarking®D antternp? J

“Agsociated Files
Standard |\\DATASVH'\Working\Dan\temp2 J Resticted [%DATASVR W orkingsD anktemp2 J :|

Email Messages

Afield is available for each major document within the system which allows you to add a
message to the body of the email. Note this message appears in the body of the email only -
not on the attached document.

This is a User option and not a requirement, but it is advisable to have a message
entered.

Web mail solutions, such as Gmail, have dynamic Spam filtering. Messages with
attachments and no actual message are highly likely to be sent to the Spam Folder
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System Settings - Bank

The FILE |SysTEM | SETTINGS — Bank Tab allows information to be set that will ensure the .aba bank
transfer files for Payroll and Creditors will be accepted via your Internet banking software or
website.

This information is set per entity. Use the navigator buttons at the bottom of the screen to locate

the entity you wish to update

Bank Details

=

) Entity Maintenance / System Preferences

Jobz Quate ] Ledger ]
Entity ] Tax

PDF Reparts

Bank Details
ESE Mo |0E4433

Account Mo | 222222222 I

[==]=]

] [iata Transfer ] Emailing / Automated Reporting

Bank l System ] Dates I Payrall ] Creditors] Debtors ] Debtors 2 ] DebtolsS] FOS ] Irventory ] Jobs ] Jobs §

Custom Impart File Farmat
Cashbook | 2000 -

Column Column

Creds Remitter [DEMO COMPANY CR

AcctNo[0 Debit [0

Uszer Mo - Creds (551001
Uszer Mo - Payroll | 551007 Payrall Remitter |DEMD COMPANY Pay

3 Desc |D—|D— |F Credit ’D_

Payroll B4 Desc [WAGES 4 || Dae
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Uszer Mo - Debtor Drebtor Remitter |

Credit Card Details
Tupe
Mo

Branking 5 oftware

Internet Bank Statement v

™ Automatically Launch Software
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Expires | / |

Auto Balancing Accounts

L]

Account | [rescription
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BT |1
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l
l

| | w

Entity: ADMIN - DEMO COMPANY
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1633-333009888666 530000007500H0CT SUZIE HOOTS 4
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1-WAGES 0331345789101112DEM0 COMPANY PAYOOOQOO00O
1-WAGES 033-345785101112DEMO COMPANY PAYOO0000000
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1 BSB No BSB - must be 6 digits

1 Account No Account No - maximum 9 digits

This number is provided by your bank. It is a
2 User No — Payroll/Creds unique number that enables them to know the
type of payment file being sent and it priority.

The name your bank needs to have listed in the

3 Payroll/Creds Remitter
.ABA file

The description to be displayed on the Employees
bank statement for the pay received

OR

Enter '%EC' to use the Employee Code. This
enables the ability to match bounced payments to
the Employee

4 Payroll ABA Desc

Tick this box if your bank requires an auto
balancing entry on the .aba file

Credit Card Details

5 Auto Balance

If you regularly make payments using a Credit Card - you can store the details here.

Details must also be added if you have elected to set up a General Ledger account for
the Credit Card and have ticked it as a Bank Account.

o Select the Type of Card - eg VISA, Mastercard etc
o Enter the Credit Card number

o Enter the Expiry Date

Banking Software

Placing a tick in the box - tells the system to Automatically Launch the Bank Software whenever
an .ABAfile is generated. You will also need to enter/select the correct file name path where the
files are saved for the system to use.

Auto Balancing Accounts

Some banks require that you set up an Auto Balancing line in the EFT file when generating the
file - this will be set to the correct setting by Accrivia on start up. If new Bank Accounts that
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require this type of files are added to your system please contact Your Accrivia Support Team to
ensure this set up is correct.

It is possible to import bank files (statements) direct into Accrivia. In order for this function to work
correctly you will first need to use an example file from the bank to select the correct columns.
o Cashbook - Select the correct Cashbook account
e Account No -select the correct bank cashbook
o Desc-there are 3 fields here in case you have multiple data columns
o Debit - enter the number of the column where the Debit transactions appear
¢ Credit - enter the number of the column where the Credit transactions appear
o Date -there are 3 fields relating to the date. In the first enter the number of the column that
the date appears in the bank file. In the second select the format that you wish the date to
appear - double click to get options. Note in Australia the default standard is DMY =
date/month/year 30/10/1963. The final field determines what type of separator will appear
in the date / or - (30/10/63 or 30-10-63)

Ifthe bank file appears like this:

A B C D E
1 Bank Account Date Marrative Debit Amount Credit Amount
2 4.56E+15 22/03/2013 VLINE TRAINS 16.70
3 4.56E+15 3/04/2012 HBF HEALTH LIMITED PERTH AU 334.15
L] 4,56E+15 15/04/2013 PAYMENT-BPAY-THANK YOU 442.60

then the Custom Import File Format (or mapping) would need to look like this:
Counting each column starting at 1 on the left
Column 1 =the Account Number

Column 2 =the Date, there are 3 fields for Date -

o thefirst tells which column number

o thesecond advises how what the files date format looks (DMY = Day/Month/Year, MDY =
Month/Day/Year or YMD = Year/Month/Day)

¢ thethird advises what format the date is recorded on the bank file (eg with dashes or slashes
between the digits etc)

Column 3 =the description or Narrative from the bank file (there are 3 fields for this however the
other 2nd and 3rd are optional and not really required for most cases)
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Column 4 = this inducates which column the Debit amounts are listed
Column 5 = this indicates which column the Credit amounts are listed

This is sufficient information for Accrivia to correctly load the bank file, any other information
on the bank file is not required and will not be recorded in the load.

Cuztom Import File Format
Cashbook | 2000 ]

Column Column

AcctNofl Debit [4
Desc |3_|EI_ |EI_ Credit IE_

Date |2_ W |_

Intermet Bank Statement [v

Internet Bank Statement

Place a tick in this box if you will be downloading bank statements direct from the Internet.
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System Settings - Payroll

The FILE|SysTEM SETTINGS - Payroll Tab allows information to be set that will apply to all employees

and payroll processes in the system. This information will be automatically entered as the default
values for all new employee files.

These default values may be overwritten in an individual’s file if they are not applicable or if the
Awards Module is being used, in which case the Award defaults will then be assigned.

/, Division Maintenance [ System Preferences ;Iglll

| Jobs § I Jobs Quote I Ledger | FDF Reports I _Data Transfer I Emailing / Automated Reparting I
Division I Tax I Bank I Spstem I Drates Payrall | Creditors | Debtors I Debtors 2 I Debtors 3 I FOS I Inventoryl Jobs I

—Super Leave Entitlements——————— User Defined dcoual————————————
Super % 9 Super Gross Minl $450.00 Huoliday Hours Per Weakl 3077 Ore | Twio I Thiee | Four I
REST Super Plan D <1 Year Persanal Hoursl 76.000 o
v Hourly
REST Super Emplayer Mo. 1 ear Personal Hoursl 7E.000 - -
ITlme In Lieu
Minimum Super Remaoval Hre

L 5 Start I 7
Super EOM ¥ Casual [ Part Time [~ Full Time ong Service Start [Years)

—Other - Timesheet
Fayrun Days [+] -1 Period IW’eekIy 'l
Confirm File Maintenance Changes W Lurnch Start I12;DD PM
Auta T.-"EINDSI 'l
—Setting
Job/Subcontractor Overhead % .-"I Extended Paproll Enabled v
Merge Bank Files Where Possible  [v Timeshest Grouping I~
" Payroll Cashbook Groupir r
week Ending Day | Tuesd 'l U i
B I Employes States Values r

Auto Terminate Days |90

Dont Allow Megative Payuns [

I FAR| =T = | Divizior: ADMIN - DEMO COMPANY

Super

e Super - The Super % is the percentage amount that must be paid into a Superannuation
Fund for your employees. This value is the default value used when creating new employee
files. It can be overwritten for individuals if necessary.

o System wide update: Double clicking in this field will enable a system wide update of
the Superannuation % amount.

e For details on Updating Super Guarantee Rateplease refer to the Accrivia System
Manual

¢ Super Gross Min - Minimum gross monthly wage an employee must earn in order to be eli-
gible for compulsory employer Superannuation contributions. Allemployees who earn over

this amount in any month are entitled to Superannuation for that month.
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Other

REST Super Plan ID - REST Super Plan ID —only if the business uses REST

REST Super Employer No - REST Super Employer No. —only if the business uses REST
Minimum Super Removal Hours - Enter the number of hours under which Super will not
be calculated under the Super EOM process

Super EOM - Select which employee types the Super End of Month process with be cal-

culated on (*** see further details below)

Payrun Days - Processing day is always O e.g. if the payroll week is Mon —Sun and the
payrun is processed on the Monday, then Payrun Days will be -1 (1 day before proc-
essing) (*** see further details below)

Confirm File Maintenance Changes - Tick for prompt to confirm changes to File Main-
tenance —Employee screen. Unchecked, changes will be saved just by moving off the rec-
ord.

Job/subcontractor Overhead % - Enter the % increase when updating Jobs with Employ-
ees times - only applicable for clients using the Jobs module

Merge Bank Files Where Possible - Tick to allow merge. If running multiple payruns on
the one day from the same bank and ABN, additional payruns will append the first aba
file rather than create a new file

Week Ending Day - For Timesheets, the day timesheets end on

Auto Terminate Days - For the Employee Termination function. Set the number of days
after which if no hours are worked, the employee is terminated

Don’t Allow Negative Runs - To prevent accidentally performing a negative payruns

Leave Entitlements (*** see further details below)

Holidays Hours Per Week - Amount of annual leave accrued per week

<=Year Personal Hours - Amount of personal hours accrued when the employee has
been employed less than 1 year

>=Year Personal Hours - Amount of personal hours accrued when the employee has
been employed more than 1 year

Long Service Start Years - The years of service required before an employee is eligible for

LSL (*** see further details below)

Timesheets
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o Period - Weekly or Fortnightly
e Lunch Start - Enter start time of Lunch break

e Auto T/C Nos - System or Company option if Accrivia is to auto generate Timeclock numbers
Settings

« Extended Payroll Enabled - Displays if the Award system is enabled to control employee
hourly rates and accruals

o Timesheet Grouping - Tick box

o Payroll Cashbook Grouping - Tick box

« Employee States Values - Tick Box —allows the employee file to override rates and accruals if

connected to a Award
User Defined Accrual (*** see further details below)

o Tabs One to Four - Select tab to set up new accrual
o Hourly - Tick if an hourly accrual, leave if $ value

o Description - Enter name of accrual e.g. TIL Accrual

Note that Superannuation is calculated each time a payrun is processed and recorded in the
Employee’s | . However, the

routines will remove Superannuation entries in the current month if the
employee has earned less than the minimum amount specified here, or is under 18 years of age
and worked under 30 hours in the week, each week.

If the Super EOM process is not run, ALL employees will receive Superannuation regardless of their
minimum wage for the month.

For more information about compulsory Superannuation contributions and casual
employees, contact the Australian Tax Office (ATO).

When using the Awards facility, the accruals nominated within the awards structure will become
the default accruals for the employee.

The Auto Adj Leave Entries is not applicable to all awards. This option allows the system to over-
ride the default Leave Accrual rates, based on the actual paid hours for each employee, effectively
accruing entitlements on an hours worked basis rather than a flat rate basis, up to a maximum of
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the employees ordinary default hours. This is beneficial for part-time employees whose hours
vary each week.

Refer to Employee Set-up for detailed information in the Payroll User Guide PDF

Long Service Start Years

The Long Service Start Years option allows you to nominate the years of service required before
an employee is eligible to take Long Service Leave. Long Service Leave still accrues from their
start date, the start year is for reporting purposes.

LSL does not have a default rate. If the employee is not allocated to an Award, LSL is entered
manually in the PAYROLL | FILE MAINTENANCE - Accruals Tab and accrued for all employees
from their commencement date. Where the employee is on an award, the award will manage
the accrual rate

The FILE | REPORTS | PAYROLL - Pay -accruals Tab has a report titled ‘Long Service Leave’
which reports on the value of all LSL liabilities both current and pending.

Pay Run Days

The day the pay run is normally processed on.

E.g. if the payroll week is Mon —Sun and the payrun is processed on the Monday, the Payrun
Days will be -1 (one day before the processing day). This will report the week ending date as the
Sunday on the Payslips and show Sunday as the payrun date in the Pay Calculate screen.

User Defined Accrual Types

This feature is enabled by keying in the description of the user defined accrual on the ‘Payroll’
tab of System Settings. Tick if the accrual type is maintained on an ‘hourly’ basis, or leave un-
ticked if the accrual is to track financial values.

When this has been setup, the ‘Accrual Classification’ Drop List in the Pay Types form will show
the usual four (Annual Leave, Personal Leave, LSL and RDO) and the additional types as defined
in the system settings.

Both an ‘accrual’ pay type and a ‘payout’ pay type need to be allocated to ensure the accrual is
collected and paid out.

Example:

To have a user defined accrual type of ‘Time In Lieu’, you would define this as the
description in the System Settings, setup a TIL-ACCR and TIL-PAYMENT pay types; both
would be of type Payment (not allowance or deduction). To accrue, you would enter a
negative quantity of hours in the pay process and use TIL-ACCR pay type, and to payout
the accrual, use TIL-PAYMENT with a positive quantity.
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The balance of user defined accrual types appear on the employee maintenance form in the
accruals tab, and a report exists to print all balances by employee.
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Wage Accrual (General Ledger)

The is where you can indicate a Wage Accrual account for the
purpose of allocating the payroll costs to the actual month to which it applies.

Accrivia Payroll is capable of determining the wages that falls “into the previous month” when a
payrun is committed, and doing a Credit journal to the wages account in the month of the
week ending date for the 15t of that month, and a Debit entry to the wages account for the last
day of the previous month. In each case, the other side of the journal goes to a “Wages
Accrual” account. This ensures accurate P/L reporting of true labour costs within the month.

To enable this feature:

1. Goto
2. Select the
3. Enter the GL ‘Accrual Acct’ in the ‘Payroll Month Split’ group box.
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EMPLOYEE FILE MAINTENANCE
Setting Up New Employee

The screen is where all individual employee files are
maintained. You can view employee totals, accruals, payment entitlements, Superannuation
records and tax information as well as modify individual employee information.

To set-up a new employee

1. Click on the + button
2. Select the Entity (Company/Branch/Store/Division ) (for multi-company sites only)
3. Enter a unique Employee Code (maximum 10 characters)
e This can be a number e.g. 10025
¢ Acombination of the employee's name e.g: JONESF
e Acombination of name and timeclock number e.g. JONEF10025
4. Choose to default information from another employee or use the re-employment function if
required

5. Continue with entering the details as per the tabs categories following
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Employee Details

Information is grouped into the following Tab categories:

/. Employee File Maintenance ;IEILI
Dietails | More Detailsl Motes I FTDAYTD I Accrualsl Tax I Defaultsl Super I Entitlementsl Pay T_l,lpesl Qualifications | Changes Logl Study I Hesource2|
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Main Screen Main employee details
Details Employee Type |Sub Tab Employee Type details
Work Hours Sub Tab Employee standard work hours
More Details |Banking Employee payment method and Bank accounts for pay transfers
Additional information e.g. package details and email address for
Others payslips, Award overrides
Auto filled screen of maintenance changes. Also for manual note
Notes entries. All entries can be edited
PTD/YTD View Period to Date, Year to Date earnings
P Leave accrual details and types. View only for Timesheet users, edi-
table for other users
Tax Employee Tax Information
Default pay elements: hours, allowances, deductions — not for Time-
Defaults Pay Type

sheet users

Department Split | To allocate employee cost across departments by %

Only enabled for |View only screen of entitlement payments e.g. Coinvest, Incolink,
Entitlements

some sites Insurances if applicable
Super View only screen of Superannuation payments
Pay Types Historical pay details by pay type and date
Qualifications Record employee qualifications and expiry e.g. First Aid certificate
Changes Log View Only screen of detailed maintenance changes
Resource
. User defined tab to record additional information — can be renamed
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Employment - Quick Start

When setting up a new employee you are given an option to either use the Default information
of another employee with the same employment agreement or to Re-Employ if the employee
has worked with this company before and this will restore all of the original settings for that
employee.

T

& Default Alowances, Deductions and Standard
! Pay Details from another Employee, or default the details as a "Re-employment”™ ?

This function enters only basic default information - if using either of these options — always
ensure you check each tab and enter new details into each tab where required.

Default information from an existing employee will only install basic details such as Award Type,
Tax type etc, no personal information is loaded.

Employee Details Tab

The PAYROLL| FILE MAINTENANCE | EMPLOYEE - Details tab contains all the information on your
employee. The name, address, phone number, date of birth of each employee, details of pay
rates or applicable Award, Superannuation and employment status. Note that some fields will
be greyed out depending on different options selected, such as Award.
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/. Employee File Maintenance - |EI|5|
Details | Maore Detailsl Motes | PTDAYTD I Accrualsl Tax | Defaultsl Super I Entitlementsl Pay T_l,lpesl Gualificationsl Changes L-:-gl Study | Hesource2|

Emplayee Code [oPPLE S Edtpods| [ 5P Supes B[ SUFER GBS =

Hames I I
- % Contrib. ZI 900 arg
Surname IAF‘PLE

Award/dbove 2| 300 %

Address |49 DEMO RD

Additional/Minimurn

S ubub/State/PCode [DEMOVILLE fic [a000 Merbes No| 123456
Phone / Altemate Mo |1 23456783 I Award
BithDate[18/03/1365 46 Yrs of Age Emplovee Class| UALFED 7]
Papment Period lm Position
Largest/Smalest Coin| *]| 7] Enplayee Type | work Hours |

1]

|

Defaulilob Rate I $36.0500 I Full Time[v  Part Time[™  Casual [~
AMeeklp dceal Hours I 40 Salary v
Gend
Wwieekly Actual Hours I 40 (;-BnM:||B Commenced Full Time/Part Time {24/01/2000

Divizion ISEFNIEE " Female Commenced Casual I I

Time Clack No | Student— Default Pay Type [SALARY WEEKLY =]
Diefault Dept. ISALAF!IES v| I :|' Terminated | 4 /

Use Timesheet [ Start Tire |00:00

Drefault Status I End Time |00:00

Il

|H|*|F|H| I|'|-|"/|§‘f Shiw Terminated [~

Never Edit an Employee Code whilst a Pay Run is in Progress

Show Terminated Option

By default, only current employees can be viewed. To view terminated employees tick the 'Show
Terminated' option at the bottom of the screen.

This option must be ticked if manually terminating an employee
Filter Option *If visable

This drop option is available for sites with multiple Entities.(eg Branch/Company/Store/Division).
This allows the operator to filter employees to a single Entity to aid in the easy movement between
its employees using the navigtor buttons

Tips in Entering Address Details

Use of punctuation like commas or full stops in the address field can cause errors when uploading
EQY Payment Summaries and with Superannuation Contribution load files.— Do not use
punctuation in these fields
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Also ensure the spelling of the Suburb is as per Australia Post Guidelines and the postcode is
the correct one for the Suburb. Superstream relies on this information being correct.
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Required as per Company numbering protocols

Employee Code Type in field and tab to jump to employee. Double click to bring up

Employee search screen
Details
Edit Code To edit Employee Code — 10 characters maximum
Names First name and middle name fields
Surname Employee surname/family name
Address First line is required, 29 is optional

Suburb/State/PCode| Required

Phone / Mobile No | Employee home phone and mobile numbers

Birth Date Birth Date DD/MMYYYY — Age is displayed beside field

Payment Period Weekly, Fortnight or Monthly

Largest/Smallest
Drop list: Select only for payments via cash, otherwise leave blank.

coin

Enter Default pay rate if not using awards or are overriding the award
Default/Job Rate

rate.
Weekly Accrual If no award is used enter standard weekly hours e.g. 38 or 40 for leave
Hours accrual purposes

If no award is used enter actual weekly hours to be worked by the
Weekly Actual Hours
employee. E.g. 38 for full-time or 20 for part-time

Gender Male or Female

If applicable — this is selected when first setting up a new employee.
Division (Entity) The name of this field can be changed to suit requirements eg:

Division/Branch/Company/Store

Time Clock No. Employee time clock number if using a clocking system
Default Dept Select from Drop List
Use Timesheet Tick box — for timesheet module users. Tick if using Awards
Enter code e.g. N,S,A,F —for timesheet module users who utilise
Default Status
Clocking Status
UD Emp Type User Defined Employee type - set-up in the Employee Position Type
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screen

Used in report selection criteria

Student Select from Drop List
Super Super Fund Select from Drop List employee’s main super fund for SGC purposes
Actual percentage rate for SGC calculations in the left field or enter
& Contrib. % or $
flat dollar amount is required as per employee agreement in the right
The standard SGC or award rate for SGC calculations in the left field.
Award/Above % or $
$ Amount for the right field.
Enter $ amount if additional Superannuation is to be paid. Enter the
Additional/ Minimum
minimum amount of Superannuation to be paid if applicable
Member No. Employee Superannuation Fund Member Number
Select award from Drop List if Awards is enabled and applicable to the
Awards | Award
Employee
Select from Drop List — Selects sub level of award, connected to Job
Employee Class*
costing
Position Enter Position Title to be displayed on payslips
Employee
SN Employment Type |Select Full Time, Part Time or Casual. Select Salary if applicable
ype Ta

Commenced Full

Time /Part Time

Enter Employee start date of commencing Full Time or Part Time

Commenced Casual

Enter Employee start date of commencing Casual

Default Pay Type Select from Drop List —Has not effect on payrun. Information only
Auto filled field from the Termination process
Terminated Can manually add: Make sure 'Show Terminated' is ticked, double click

to enter date and Save

Termination Reason

Auto filled field from the Termination process
Can manually add: Show Terminated is tick, double click to enter Ter-

mination date first, select from drop list and Save

Start Time/ End

Time

Employee’s standard start and end times * Overrides all other time peri;

ods in both the Work Hours Tab and the Awards
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Work
Start/End times by | Enter if employees work hours are different to those set as default.

Hours
Tab

Day Becomes the default hours if using Timesheets and overrides Awards.

Related Topics:

See "Payroll Super Fund File Maintenance" on page 74
See "Payroll Employee Position Type" on page 88

See "Payroll Departments" on page 67

See "Awards Module" on page 91

Employee Details Tab - More Information

Continued from Employee Details Tab

Payment Period

It is necessary when doing a pay run to tell the system if an employee is being paid for one week,
two weeks, or a one month period for taxation, leave accrual and employee selection purposes in
the pay run.

By selecting a Payment period in the Employee’s file you are telling the system what period the
wage was earned over so that the correct tax scale can be applied and the correct leave
entitlements can be accrued.

Leave entitlements are specified as weekly rates. The payment period is used when calculating
wages to determine the correct leave entitlements (ie: if the payment period = fortnight,
entitlements will be accrued at 2 x weekly rate each time a pay run is updated).

Example 1

Weekly employee earning $1,000 for the pay period:

They will be taxed at using the weekly tax tables a rate of $186. Annual leave would be
accrued at the rate of 3.077 hours for the pay period

Example 2

Fortnightly employee earning $1,000 for the pay period:

They will be taxed using the fortnightly tax tables at a rate of $93. Annual leave would be
accrued at a rate of 6.144 hours for the pay period.
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If an employee is paid for more than one payment period within the one pay run, the ‘Pay
Period’ field in the Pay Posting screen will need to be manually adjusted.

This information is also used when defaulting Employee details into the Pay Calculate screen, as
you can select all, Weekly, Fortnight or Monthly depending on your payrun requirements.

Whether employees are paid monthly, fortnightly or weekly the Actual Weekly Hours should
reflect their normal working hours for a week.

The weekly actual hours amount is significant when determining the Normal Gross Pay to be
used in the calculation of tax on unused leave amounts. If this field is blank there will be no tax
calculated on post 1993 leave entitlements (you will need to determine the correct amount and
adjust the tax amount yourself).

The weekly accrual hours is used when determining leave accrual requirements.

Weekly Hours Example

20 days annual leave for a 40 hour work will mean that 3.076923 hours will be accrued
each week. Ifthe work week is only 38 hours then the hours accrued each week will be
2.923077

Only select amount if paying employees via cash rather than bank transfer or cheque.

From the first drop-list select the largest monetary denomination to be issued as payment.
Select the smallest monetary denomination from the second drop-list (when doing a payrun
the exact amount of each coin/note required to make-up the wages is calculated for you). If any
amounts are remaining for employees after wages have been calculated out using the
minimum denomination specified, these are taken up in tax (and would be returned where
relevant as part of a tax return at the end of financial year). Note if using, you must enter
Largest in first tab then Smallest in second tab—reversing these has tax implications in payroll.

If an amount is selected in error, click in the field and press the backspace key to clear.

Enter in a default rate of pay per hour or leave blank if using the Awards module.

To enter a rate different to that of the award, first go to the More Details | Other tab and select
“Don’t Use Award for Rates”. Once selected the default rate field will be in edit mode. To revert
to the default Award rate just untick the box. Enter a Job rate (only if enabled)

Jobs only - If an employee attracts a Job rate of pay for working on a commercial sites (or a site
other than their usual) enter the rate here in the field next to the default rate of pay.

If not enabled, this is a comment only field and can be used how you wish. e.g Annual Salary
amount
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Select the appropriate Super fund for the employee from the drop down list. The Super Funds
available for selection will be those set up in the

See "Payroll Super Fund File Maintenance" on page 74

These Awards are defined in the screen and reflect
Company/Government Job Awards that categorise the different employment areas of your
company. Within each Award there may be various job classifications, as outlined in

Select the appropriate Employee Class from the drop down list. The default rate of pay
corresponding to this classification will be updated for this employee (unless you have manually
overwritten the default value). If you are paying more than the award rate leave, this field blank.

These Classifications are defined in the
option and outline the job levels or classifications within the various positions of
employment within your company.

Select Salary, Full-time, Part-time or Casual. The employee type affects a number of areas, leave
accruals and employee selection for payruns.

Casual employees do not receive holiday entitlements, and may or may not be entitled to
Superannuation (depending on their gross monthly income). When Salary is checked employees
will accrue full entitlements regardless of hours worked, otherwise ratio accruals will apply (if the
system setting is set to achieve this in the payroll tab of system settings screen).

When processing payruns in you can define payruns by employee type e.g. Salary
employees only.

Start time/end time overrides all other time periods in both the Work Hours tab and the hours
nominated in the Awards Screens. Only applicable if using Timesheets.

Employee - More Details Tab

The has information for the type
of payment for wages, bank details, debtor income codes, contract expiry date and licence number
and expiry date of each employee etc.

The tab is split into two sub tabs:
See "Employee - Banking Sub Tab" on the facing page
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OthersSee "Employee - Others Sub Tab" on next page

Employee - Banking Sub Tab

This screen manages how an employee is paid (Cash, Cheque or Transfer)

Where an employee is being paid by Transfer, their bank account details are also entered.

/. Employee File Maintenance _||:||1|
Dietails More Details | Motes I FTDAYTD I Accrualsl Tax I Defaullsl Super I Entil\emanlsl Pay Typesl Qualificaliunsl Changes Lugl Study I Fesource 2|

‘ Employes Mame [BRAD APFLE |

Paid A [TpancFER -| —Bank 3

—Bank 1 Bank Mame A
Bank Name lh Bark Mo
BankMo[123456 Account No
Account Mo | 123456789 Amount
Account Name |BRAD APPLE Account Mame
—Bank 2 —Bank 4
Bank Mame | ANZ r Bank Mame jv
Bank Mo |357654 Bank No
Account Mo [s6azse Account No
Amount W Amournt
Account Name Im Accourt Name

H|1| hlbll +|—|’/'|5f| Shaw Temminated [
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Paid As | Drop List Cash, Cheque or Transfer(EFT)

e Main bank account. Remaining funds after distribution to following accounts are
an
sent here **

Bank Name | Drop List — Select Bank

Bank No Enter BSB - MUST HAVE 6 DIGITS 00000 will initiate Wage Parking

Account No. | Enter account number

Account Enter account name - If left blank the employee name will be used in the creation
Name of the .aba file

Bank2,

o Bank Name | Drop List — Select Bank

Bank No Enter BSB - MUST HAVE 6 DIGITS

Account No. | Enter account number

Amount Enter $ amount to go this account

Account
Enter account name
Name

** Bank 1is considered the main bank account. Bank 2,3 & 4 require a set S amount to be
allocated. When processing the payroll these amounts from Bank 2,3&4 will always be paid first,
with the balance that is left being paid into Main Bank 1.

Where income is low or variable, the use of more than one account is not advised

See "Employee - Others Sub Tab" below

Related Topics:

See "Payroll: How to process wage payments when no bank account details provided (Wage
Parking)" on page 220

See "Bank Name" on page 74

Employee - Others Sub Tab

This tab contains additional employee details that are not handled by the other tabs.
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/. Employee File Maintenance =]
Details More Detals |N0tes | FTDA'TD | Accrualsl Tax I Defaultsl Super | Entitlements | Pay Typesl [ualifications | Changes Logl Study | Resource 2|

Employes Mame IBHAD APPLE |

| Banking Others |

Debtor Inc Code 1 ILABUUH | Fackage el
Package ltem |Item Y el I;
Debtor Inc Code 2 I Movated Lease $5.000.00 _
Conbract Expires I A
Licence No I
Licence Expiny I M
Usemame IﬂF‘PLEB

Protect Member No I j
Corlnvest Member Mo |'|31 1798 Total: I $5.000.00

Dont Use Award For Accruals [~

O Leave Lt I”— Dant Use Award For Rates [

Jzez Timechock [~
Paid In &dvance [~

s

"EMaiI Addres

| Hl 1| b-l Hl -I-| —|-'/“ Sfl Show Terminated [~
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General Debtor Inc Code 1 Double click to select **
Debtor Inc Code 2 Double click to select **
Contract Expires Date Field
Licence No. Enter Driver’s License Number
Licence Expiry Date Field
Work Visa Expiry date - will be listed in Payroll
Visa Expires
Anniversary screen
Timesheet users - warning will be given if either
Min/Max Hours hour qty is triggered. Entered as a weekly
amount and scaled according to pay period.
Username E.g. Windows/network login id
Protect Member No Protect Member No
Colnvest Member No Co Invest Member No

Is a Date field which can be used to note when
On Leave Until
an employee is on leave until **

Payslips & payment summaries will be emailed if
data is entered here. Leave blank if payslips are
Email address not to be emailed. If you wish to record an email
address for other purposes, use one of the

Resources tabs & customise a field to suit.

Emerg.Cont Emergency Contact Name

Emerg. Ph Emergency Contact Phone Numbers

Overrides the Award default accrual figures if

ticked **

Don’t Use Award for Accruals

Overrides the Award default hourly rate if ticked

Don’t Use Award for Rates .

Uses Timeclock If employee records time worked via a timeclock
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Paid in Advance Tick Box - Information only

Package Package Item Description of item. Record purposes only

Details Item Value S value of item —records purposes only

On Leave Until

Is relevant if using the ‘auto terminate’ menu for employees that are casual and haven’t
worked for a given period of time, allows employees who are on leave to be not terminated due
to lack of current employment hours.

Don’t Use Award - tick boxes
There are two options that allow the employee details to override their associated award.

e “Don’t Use Award for Rates” will allow the system to use the Award for all rules, but look
at the employee file for the pay rate. When an Award is selected, the rate field is greyed
out; selecting “Don’t Use Award for Rates” will enable editing of the rate field.

e “Don’t Use Award for Accrual” will allow the system to use the Award for all rules and

rates, but look at the employee file for leave accruals
Debtor Income Codes

Select the debtor income codes, if applicable. Debtor Income Codes are only applicable if
running the Inventory Module. They are just normal stock codes that are used for charging out
employee labour through the Debtor Order or Point of Sale screens.

The Debtor Income codes give you the facility to report on the amount of income generated
through the Debtor invoicing system by a particular employee. Each employee can be assigned
up to two Debtor Income codes. If for example your employees are paid a higher rate of pay
when they work on commercial sites you can link two separate debtor income codes to this
employee: one for charging out at the standard rate, and one for charging out the commercial
rate).

This information allows you to print the “Employee Wages vs. Income Generated” report, from
the FiLe | REPORTS- PAYROLL tab to obtain details of the profit/loss associated with an
employee.

In order to obtain accurate reports, each employee should have their own debtor
income code/s (i.e. if the same code is assigned to multiple employees, the report will
show the income attributable to all employees assigned this code).
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Employee - Notes Tab

The EmPLOYEE | FILE MAINTENANCE - Notes Tab will automatically record a history of changes to an
employee’s file with the most recent changes at the top of the list. You may also add your own
notes and comments to this page regarding the selected employee. Use CTRL+D to insert the

current date and time.

All notes on this tab can be edited and can be viewed in the Timesheet processing screen.

/. Employee File Maintenance o [u] 3]
Detallsl More Details  Notes |FTDNTD| Accrua\sl Tax | Defaultsl Super | Entll\emenlsl Pay Tynesl Guallllcalmnsl Changes Lugl Study | Hesuun:eZI

Employes Name [BRAD APPLE | I

16/08/06: The classification was changed fram * ta ELECTRICAL'
07/06/06: The Department was changed from 'CONTRACTS' to 'SERVICE"
07/06/06: Default Rate was changed from $1.00 to $36.05.

07/06/06: The Department was changed from " to ‘CONTRACTS'
(07/06/06: Default Rate was changed from $0.00 to $1.00,

07/06/08: The Department was changed from " to CONTRACTS'

16/08/2011: Uniform Riefund of $65.00 paid. [Exp No 1845)

|V|/|.|N| l"l-l‘ll“'(l Shaw Terminated [

Employee - PTD/YTD Tab

The EmpPLOYEE | FILE MAINTENANCE — PTD/YTD tab Shows the Period to Date (PTD) and Year to Date
(YTD) summary of wages/salaries paid with the current financial year.

This is a view only Tab. The figures here are the YTD amounts displayed on payslips and are used
for creating payment summaries.

The PTD figures are set to zero with the Payroll End of Month process and are important to the
Super Removal process
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/ Employee File Maintenance
| Details | More Detais | Notes PTDAYTD | Acoruals | Taw | Defauls | Supsr | Entidements | Pay Types | Qualiications | Changes Log | Study | Resource 2|

=10l x|

Employee Name |BRAD APPLE

PTD Gross §2684.10
PTD Tax §788.00

PTD After Tax Allowance

$0.00
PTD After Tax Deduction $0.00
FTD Met $1,896.10

Y10 Gross $8.152.30
YTD Tax $2.416.00

TD After Taw Allowance

40,00
YTD After Tax Deduction $0.00

Y70 Met 45.736.30

YTD Leave Loading $0.00

|V|/|'|H| +|-|~/|X| Shaw Terminated ™

Next Step:

Employee - Accruals Tab

The EMPLOYEE |FILE MIAINTENANCE - Accruals tab shows the rate at which leave entitlements are
accrued, as well as a summary of all payments and leave entitlements received, accrued and

taken to date.

Employee File Maintenance

=10l x|

.Delai\sl More Detailsl Notes I PTDATD  Accruals |Tax I Defaultsl Super I Entitlements | Pay Typesl Qualfications | Changes Logl Study I HasourceZI

Emplayes Name [BRAD APFLE

—System Defined
Perzonal Days Per Year|  NAIINN Lang Service Days Per Yeall 0.000000

Perzonal Hours Weekly 1.530462 BOY I— Long Service Hours Weekly Iw BOY l—

Perzonal Hours Accrued lm Entitled Lond Service Hours Accrued Iw Ertitied

Personal Hours Taken lm Im Long Service Hours Taken Im Iw
Laong Service Interest Rate W

Holidaps Peryear | 20.000000 RDO Days Per Yeall 0.000000
Holiday Hours Weekly 3076923 BOY I RDO hours Weekly I [~ RDO Granted
Holiday Hours Accrued | 36.923077 Entitled RDO hours &ccnied I 0.000000 Entitled

Haoliday Hours Taken 0.000000 I 36.923077 RD0O Hours Taken I 0.000000 | 0.000000

~Usger Defined

Time In Lieu I E

L[ <[ =[] #[=[[]

Shaw Terminated [
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All
Days per Year Default days of leave accrued per year
Leave
Hours Weekly Default hours of leave accrued per week
Hours Accrued Leave accrued this Financial Year generated from payruns plus BOY figure
Hours Taken Leave taken this Financial Year. System generated from payruns
- Beginning of Year. Balance brought forward from previous year. System
generated from END HSR process
A Total of hours accrued less hours taken, plus BOY. Becomes BOY when
ntitle
EQY process is run
RDO
- RDO Granted Grants RDO accrual regardless of if the hours have been actually accrued.
specific
LSL Long Service
Interest rate paid on LSL accruals if required
Specific |Interest Rate
User User defined leave, such as Time in Lieu, will only display if set-up in Sys-
Defined tem Settings

Awards Users

If you attribute an Award to an employee, the accruals described in that Award will become the
defaults for the employee. These fields are then unavailable for editing through this screen. Where
you wish to use an Award for all pay elements, except for accruals go to the More Details — Others
tab and tick “Don’t Use Award for Accruals” check box.

Full-Time Employees - No Award

If you have defaults set up in the FILE|SYSTEM |SETTINGS -Payroll tab, your accruals will default
to these values.

Part-Time Employees - No Award
There are two ways to manage part-time employees who are not allocated to an award:

1. Where an employee works a consistent number of hours per week, accrual values can be

manually entered to reflect unique accruals applicable to them
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2. In there is a tick option for Auto Adj Leave Ent.
When enabled the system will accrue leave based on hours worked. In the
enter the weekly accrual hours to be a full time work week

(eg 38 or 40 hours)

Only the rates per year/week can be edited. Hours accrued, taken or entitled are
system generated via the pay calculation process. Do not use this screen to directly
record leave adjustments

If no defaults are set up, enter the total hours of Sick Leave, Holiday hours, Long Service Leave
and RDO (if any) the employee is entitled to each year. Based on the Standard Hours specified
in the , a weekly hours figure will be
calculated on a pro-rata basis (this is used by the option).

No leave entitlements will be accrued if accrual value is set to zero.

Related Topics:
See "Payroll: End HSR Option" on page 189
See "Payroll: Set up User Defined Accruals" on page 206

See "Payroll: Actual & Accrual Hours and affect on leave accruals" on page 196

Employee - Tax Tab

The is for storing all the employees’ tax information.

o TaxFile Number (TFN),

e Taxation Calculation Codes,

o HELP Debts, SFSS Debt (if applicable)
e Additional tax payments.

o Reportable Fringe Benefits Tax for reporting on Payment Summaries.
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General Taxfile Number Enter Employee’s TFN
Tax Calculation
Drop List — eg Tax Free Threshold, Non Resident **
Code
Tick Box. Tick if Employee has advised of HELP Debt (formally
HELP Debt HECS). These are deducted from the employee’s wage as part of
their normal PAYGW tax.
Tick Box. Tick if Employee has advised of SFSS Debt. These are
SFSS Debt deducted from the employee’s wage as part of their normal
PAYGW tax.
Enter $ amount as specified by the employee on the Withholding
Weekly Additional
T Declaration Form. Enter negative amount for calculated offsets
ax
Electronic |Previous Names |As per Tax File Number Declaration **
Declaration |Previous Surname |As per Tax File Number Declaration
Details Date Dec Signed |Date Field As per Tax File Number Declaration
Date Dec Lodge |System generated if using electronic reporting
Payment Fringe Benefits The $ Value of Reportable Fringe Benefits to be reported on the
Summary |Tax Payment Summary. **
Details CDEP Enter CDEP amount here if applicable N/a as at 2013
Enter Lump Sum E amount here if applicable
Lump Sum E
Check with the ATO for the current Reportable amount
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Tax Calculation Codes are defined in the screen. If no tax
file number is supplied, you must select tax code ‘4—No Tax Number’ from the Tax Code field. This
will calculate tax at a penalty rate specified by the Australian Taxation Office.

If an employee has their own tax rate due to completing a PAYG Withholding Variation Application
with the ATO, a Tax code will need to be set-up for them specifically in the
screen.

If the employee is electing to have additional tax deducted from their wage each payrun, enter the
amount in the Weekly Additional Tax field. This amount will be automatically added onto the
calculated PAYG tax deducted from their wage each pay run. This must be a weekly amount, if the
employee is paid weekly or monthly the system will adjust the tax amount accordingly.

In years where there is an extra payrun for the year it is advisable for additional tax to be
withheld for employees. Please refer to the ATO for suggested amount.

Optionally you can record employee details as provided by the Employee Declaration. Once a new
employee has completed the Employee Declaration the details can be typed here and forwarded
electronically to the ATO.

Your company must be registered with the ATO for electronic lodging.

If the Employee has any Reportable Fringe Benefits Tax amounts that will need to be reported on
their Payment Summaries at the end of the financial year. This amount needs to be entered before
generating Payment Summaries, in the Payment Summary Details area of the Tax tab. Similarly if a
Lump Sum E amount has been received for this employee, the amount can be entered here to be
reported on Payment Summaries.

These figures are cleared as part of the End of Year procedures once Payment Summaries have
been produced.

Related Topics:
See "Employment Declaration (TFN)" on page 89
See "Payroll - ATO Tax Tables" on page 81

Employee - Defaults Tab

The Defaults Tab has two sub tabs. Default Pay types and Department Split
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Default Pay Types

The PAYROLL| FILE MIAINTENANCE | EMPLOYEE— Default tab is for defining details of an employee’s
regular (or usual) weekly / fortnightly / monthly wage, default payments, allowances and
deductions. These details make up an employee’s default pay values. When calculating a
payrun they can be loaded into the Pay Posting screen and used as a basis to calculate the
wages — pay details can then be modified for each individual pay run, as required, before
updating.

/. Employee File Maintenance o ] 71|
.Detailsl More Detailsl Mates I PTDNTDI Accrualsl Tax Drefaults |Super I Entitlements | Pay Typesl Qualificationsl Changes LogI Study I Resource 2|

| Employes Name [BRAD AFPLE ‘

Defauit Pay Types | Department Splt |

Pay Type ||1uanlily |Flale |Descriplion |TimeSheel Hls| ﬂ
_[MOVATED LEASE 1.00 $49.9500
| SALARY WEEKLY 1.000 414420000 r
| M| SUFER CEUS 55 1.00 $50.0000 r
x4

Before Tex Total - 3 1342.05 -]
Tax Total s 33400
After Tax R211/Ded : b 0.00

Clip Brd | 1. Done

Standard Pay Tatal Hoursl TotaIAmountI $1.342.05

NRIBEEIRE

# | Show Teminated [
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Grid section | Pay Type Drop list — select from defined pay types
Quantity Enter the qty. Number of hours or units depending on pay type
S Any type based on Normal Pay will default the rate from the Employee
Default screen. Any other rate or $ amount is manually entered
Description Optional information field

Time Sheet Hrs| Pay type Qty is determined by the timesheet hours

End Date* Date at which pay type will no longer default - optional

Max Amount* | Amount at which paytype no longer defaults - optional

Screen
Total Hours Total of the hour based pay types
Totals
Total Amount | Total taxable $ amount
Standard
b Report Button | Displays the employee’s pay breakdown after tax
ay

To quickly view the standard gross pay and the tax to be withheld, click the [STANDARD PAY] Button.
Criteria Based Employee Defaults

There is the ability to set an Allowance or Deduction to finish (no longer default) when certain
criteria is met.

This function is useful for deductions like Salary Sacrifice laptop which is only to be deducted till a
certain amount is reached.

Once set the Allowance or Deduction will default until the date or amount is met. Once finished, the
Allowance/Deduction will be removed from the Defaults tab and a note entered onto the Employee
Notes tab.

We highly recommend still checking these defaults, noting when they are meant to end and
verifying that they do so

Where the criteria is $ amount based, and the last payment will be the difference between the Max
amount and payments to date.

Max Amount Please note: If the allowance or deduction has been used by the employee in
the past the allowance/deduction may not default or will stop defaulting before the desired
amount. If this is the case, set-up a new Pay Type to handle this scenario.

EG. LAPTOP 2014 rather than LAPTOP
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There is no need to enter defaults for payments/wages where a timesheet and time clocking
system are used for that employee.

Only add allowances or deductions that are not provided for in the Awards module e.g. Salary
Sacrifice, Child Support, Novated Lease etc.

For information on whether a deduction/allowance should be applied before or after tax
contact your Accountant or the ATO.
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Department Split

If an employee splits their time between more than one job role, in more than one cost centre
(Department), you can itemise this here, i.e. 50% administration, 50% sales. These default amounts
can be overtyped with actual hours when each pay is calculated, this will allow you to accurately
keep track of your real costs for each department.

If a split is not required, allocate 100% of the employees labour cost to the relevant default
department.

Timesheet Department Selection and Pay Type Default Department will over-ride this default
department during the pay process.

@Emp\nyEeFllaMamtEnan(E o= |[=]
Detalls] Mare Detalls] Maotes 1 F‘TDNTDI A:cruals] Tax Defaults ] Super ] Entitlements | Pay T_\Jpesl Qualfications | Changes Logl HR ] F\esourceZ]
Emplayes Name [ERAD AFFLE
Diefault Pay Types  Department Split ]
Department ‘ Entity Percentage | -
_|SALARIES OFFICE SERVICE 75
| P[SALARIES SALES j SERYICE 25
|H‘4|’|H‘ ‘|'|-| ‘ | Shaw Terminated [

Related Topics:
See "Payroll Super Fund File Maintenance" on page 74
See "Payroll Types (Pay types)" on page 68

See "Payroll Departments" on page 67

Employee - Super Tab

The PavroLL | FILE MAINTENANCE | EMPLOYEE— Super tab is a reporting screen, enabling you to view
an employee file for all Super history

This table records a history of all Superannuation payments contributed to the employee’s fund,
including voluntary and employer contributions, when payment was made to the Super fund, and
when the employee was notified of this payment having been made.
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This is an information only screen. You are not required to make any entries to this table. Itis
updated automatically each time a payrun is calculated and Superannuation payments are
recorded in the Super Notification option.

Related Topics:
See "Payroll Super Fund File Maintenance" on page 74

See "Payroll: Reportable Employer Contributions (RESC)" on page 79
Employee - Pay Types Tab

The is a reporting screen,
enabling you to search an employee file for all entries of an individual pay type that were paid
during a selected date range.

You can determine the total that an employee has been paid to date for each pay type by
leaving the start and end date fields empty or you can enter a start and end date and
determine how much an employee has been paid for that period.

Employee - Qualifications Tab

The is where employee qualifications
can be recorded. Qualifications can include anything from First Aid Certificates, driver’s licences
to the various Tickets that are required for working on different job sites. This tab could also be
used for any internal training that your organisation needs to keep track of.

This tab works with the screen. Individual
gualifications and set-up and maintained in this screen. This screen also interacts with the
Qualifications tab.
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Grid. Qualification Drop list — select from defined Qualification Codes
section

Obtained Date obtained — can be original date or date copy sighted by employer

Expires Date expires

ID Number Identifying/licence number

Institute Where the qualification was gained

Signed By Name of signatory

Renewal Not Required| Tick Box

Notification Drop list — determines how employee will be contacted

Notes Enter any additional information

Result Drop list — Pending, Not Competent or Competent.
Buttons| Copy From Copy qualifications from an existing employee

Related Topics:

See "Qualifications" on page 84

Employee-Entitlements Tab

The EMPLOYEE FILE MIAINTENANCE - Entitlements tab is for recording all the employees Entitlements
paid by the employer. eg, Protect, Co-invest, Acirt etc

Entitlements consist of:

e Long Service Leave

¢ Income Protection

e Severance/Redundancy

e UCover

e Training
Entitlements are set-up in the Awards Module on the Accruals Tab and are calculated with each
payrun.

To report on these entitlements, go to the PAvrOLL | PAY ENTITLEMENTS tab on the reports screen.
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Related Topics:
See "Awards - Accruals Tab" on page 101

Employee - Changes Log Tab

The tab is a reporting screen, enabling
you to view an employee file for all changes made and which User made those changes.

This screen may not be edited unlike the Notes tab.

Employee - Resource Tabs

The are user definable screens. Here
you can record additional employee information, such as contact details for emergency contact
or email address not to be used for payslips.

The name of the Tab itself can be customised. Right click on screen and select Change Tab
Caption. To add fields to the screen:

1. Rightclick on the screen.

2. Select the field to add from the list.

3. Hold down the shift key and select the field to move it into position. Do the same to

resize. The resize arrows only appear in the lower right-hand corner.
4. Continue to add fields until you have all the fields required.
5. Right click on each field name and select rename to name the field.

6. Click the [Tick] button to update the screen.
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/. Employee File Maintenance

=loi =i

Delallsl Mare Delal\sl Notes I FTDATD Accrua\sl Tax I Defaults I Super I Enllllsmenlsl Pay Typesl Oualifications | Changes Log ~ Shudy |HesuurceZ|

| Employes Name [BRAD APFLE |

[¥ Currently Studying

Notes
04/08/2011 11:36:49 AM =
Uni/T afe Hame |[RMIT ‘F\s\mburssd $435 for text books Semester 2
06/12/2010 10:39:02 AM
Degree/Course |Batchelor of Business

Manager has approved study support as it will enhance current role
Agreement made that fees will be refunded if employee leaves

[ Ent St L employment within 2 years of study completion

v Ent Study Leave

¥ Ent fee reimburse

Expected to Complete 3041/2014

e[ o[ #] =[]

Shows Teminated [

You can add a maximum of 5 for each of the following field types:

e Alpha
o Check box
e Date

Only 3 memo types can be added.

If using a memo field use CTRL + D to insert today’s date and time when editing the field
contents
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PAYROLL GENERAL FILE
MAINTENANCE SCREENS

The following screens need to be set-up and reviewed when first setting up Accrivia

¢ See "Employee Classes (Jobs)" below

e See "Payroll Types (Pay types)" on next page

e See "Pay Type Group FM (Awards Allowance/Jobs)" on page 73
e See "Bank Name" on page 74

e See "Awards Module" on page 91

o See "Payroll - ATO Tax Tables" on page 81

¢ See "Qualifications" on page 84

Employee Classes (Jobs)

is where employee classes are defined.
When using Awards that are defined in the option there
may the need to define Employee Classes.

Classifications allow you to distinguish between employees based on a certain criteria for the
purpose of charging on-costs to Jobs (See )

Most often QUALIFIED and APPRENTICE are used, but the operator can define any other
category that may be useful for their business.

This allows you to apply different percentages for overhead costs such as schooling, RDO’s and
leave entitlements that various classes of employees attract and on charge them accurately to
jobs.

For example if you have a group of workers attract a high number of inclement weather
allowances due to the nature of their work, their on-costs will be higher than your group of
workers working indoors doing fit outs. This way the on-costs can be correctly charged to the
jobs that actually use these higher cost services.

Payroll Departments

The screen allows you to divide your
Company into its operating areas or departments. General Ledger accounts for wage expenses
can be divided into sub accounts and assigned here to these departments. This allows you to
keep track of, and report on the expenses attributable to each.
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Grid
Department Department Name
section

GL Wage Acct | Select associated GL account for Wage Expenses

Super GL Acct | Select associated GL account for Superannuation

*Quick Service Sites only *
Clocking Status | Enter the Clocking Status e.g. S. Makes the Department the Default

Department, where this clocking status is used in Timesheets

N
Payroll Types (Pay Types)

All the possible payment types are defined in this PAvroLL| FILE MIAINTENANCE | TYPES table.

There are two main types of pay types: PAYMENT and ALLOWANCE/DEDUCTION

e To enter a new Pay Type, click the [Abp] button at the bottom of the screen.

e To change the Description click the [EbiT Desc] button.

Payment Types

Payment types are controlled by the $ rate as per the employee default rate as listed on their
Employee File. This rate is either set per employee or controlled by the Award they are allocated to.

Due to this, the one pay type can be used for employees on different hourly rates.

There is a ‘weight’ assigned to each payment type which is applied to the employee's default rate of
pay. This allows you to specify a single pay type, such as “Overtime”, that can be applied to all
employees regardless of their rate of pay.

Example
Where “Overtime” is paid at a rate of time-and-a-half, then the pay type would be given a
weight of 1.5, the hourly rate for this pay type will be "employee’s default rate" x 1.5.

Payment Types are always applied before tax; the BEFORE/AFTER TAX column is only
applicable to Allowance/Deduction Types and cannot be changed once set.

Allowances/Deductions Types

Any allowances and deductions are also Pay Types.
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Allowance and Deduction Types can be set as either before or after tax (refer to the ATO if you
are unsure which applies to your pay type), and must have an entry in the BEFORE/AFTER TAX
column. This selection will make a difference to the amount of tax deducted, and it also
determines if and how the allowance/deduction is reported on the End of Year employee
Payment Summaries.

Allowance/Deductions are not assigned a weight. They are assigned a $ value (even if zero). The
value of the allowance/deduction is defaulted when set-up on the employee file or in an award.
The rate can be overridden on an individual basis as required.

Where the Allowance/Deduction on the Employee or Award is set with the same S rate
as per the pay type, when this rate is updated on the pay type it will automatically
update the rate on the pay type where it is used through the system.

Where this rate is different, it will not be updated.

For all Allowance/Deductions you must specify what GL account these amounts should be
recorded against. Union Fee deductions, for example, may be recorded against a separate
liability account until such time that they are paid and the liability account cleared.

System Recognised Pay Types / Codes

There are certain pay types that are recognised by the Payroll System as significant with regards
to leave.

The following classifications for leave entitlements are not negotiable. The system will only
update an employee’s leave accruals if the leave paytypes used in the payrun are allocated to
their applicable classifications:

Paid Annual Leave ANNUAL LEAVE

Paid Sick Leave PERSONAL LEAVE

Paid Carers Leave PERSONAL LEAVE

Rostered Day Off RDO

Long Service Leave LSL

User Defined User defined accrual e.g. Time in Lieu

Annual Leave Loading *Not allocated to a category, but the Description is significant
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Pay Types Field Details

ANMUAL LEAYE
CAR ALLOWANCE

|_|CARERS LEAVE
|_|cHILD suPPORT
|_|COMPASIONATE LE
CRIB ALL HAMILT
CRIE TIME
ETF_CASH
ETP_RDO
ETF_ROLLOVER
FAAID BWARD
FiAID LEV 2 EB
F/AlD LEY 3EB
FARES CAR WA
| |FaRES CoR EBA

ol |

ioix

Details Payal/Ded (AlteBefore| gy acot weight|  Rate ‘ Per |Super|Direct) Work Pagrall 2
ACCIDENT FaY PAYMENT 1.000 HOLR | P ¥
PAID ANNUAL LEAVE/HOLIDAY PAY | PATMENT 1.000 HOLR | P F B
CAR ALLOWANCE ALLOWANCE  AFTER 1986 $0.0000 r r 0 r
CARERS LEAVE PAYMENT 1.000 [ R i
CHILD SUPPORT AGENCY DECUCTION DEDUCTION  AFTER 3400 $0.0000 r £ 0
COMPASSIONATE LEAVE PAYMENT 1.000 [ R i
CRIB ALLOWANCE HAMILTON ALLOWANCE | BEFORE 1955 $126700 r FFF
PAID CAIB TIME PAYMENT 1.000 HOLR| P F B
ETF PAID FAYMENT 1.000 | i I A
PATYMENT 1.000 F C
ETP ROLLED OVER FAYMENT 1.000 | i I A
LEVEL 1 AID ALLOWANCE ALLOWANCE  BEFORE 1988 $11.6000 F F F
LEVEL 2 FIRST AID ALLOWANCE ALLOWANCE | BEFORE 1955 $16.5000 F C ©C F
LEVEL 2FIRST AID ALLOWANCE ALLOWANCE  BEFORE 1988 $22.0000 F F P
FARES COMPANY VEHICLE AWARD | ALLOWANCE  BEFORE 1955 $2.6500 r F FF
FARES COMPANY VEHICLE EBA ALLOWANCE | BEFORE 1385 $2.6500 r F K

s
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Description Pay Type Name, e.g. "NORMAL" must be unique

St A more detailed description can be used on Payslip if configured to display this
etails
field. eg "Normal Hours Mon - Fri"

Pay/All/Ded Drop List — Payment, Allowance or Deduction

After/Before Drop List — Before or After Tax for Allowances and deductions. Leave blank

Tax for Payment. Cannot be changed once set.
Select General Ledger account for Allowances and Deductions, will override
Gl Acct Department account
* Weight Eg 1.000 for Normal, 1.500 for time & a half.
* Rate Default $ amount if applicable
* Per Drop List — Hour, KM, Shift, WK or Blank
* Super Tick Box — pay type contributes to SGC calculations **
Direct Cost Used to calculate average rate per hour — displayed on Dept Summary Report
Work Cover Tick Box — Tick if used for Workcover calculations
Payroll Tax Tick Box — Tick if used for Payroll Tax calculations

* RDO Accrual Tick Box — Tick if contributes to the total hours used for RDO accruals

Enter Full name of Union. Double click to open the Memo field. Enter the

Union Details

name of the Union that is to be reported on Payment Summaries
Notes Additional details about pay type
Base Pay For Job Costing it is the base working pay type

**

Classification |Drop List — select applicable leave type for pay type.

Hourly Type Drop list — Normal or Overtime — for Job costing **

* Co-Invest LSL |Tick Box — Tick if used for Co-Invest Calculations (VIC/TAS)

* |OnCostlUS |Tick Box— Tick if used for [US Calculations (NSW)

Default Depart-
. If pay type is to be used with a given Dept by default
men

“Do & Charge” jobs - Description that defaults against billing lines on the Job
Job Rev Desc
Invoicing screen
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“Do & Charge” jobs —the default rate against billing lines on the job invoicing
Job Rev Rate
screen

Job No. Reqd |For Job Costing — tick if a job number is mandatory

Tick to have this pay type in the reportable allowances/deductions on the Pay-
Pay Sum Type
ment Summary.

Default Class |Default leave pay type — select only one for each type

Use PiA Tick if used with the PiA option in Pay Calculate

Web Enabled |If available - tick if available for Selection in WWeb Base Timesheets

Super

The employer’s Superannuation contribution is usually calculated on Ordinary Time Earnings (OTE).
All pay types representing OTE should have a tick in the ‘Super’ column. If you require other
payment types (e.g. overtime) to be included in the gross amount used to calculate the employer’s
Superannuation contribution, they must also have a tick the ‘Super’ column.

It may be that 2 pay types need to be set-up, one that is included in super calculations and one
that is not.

Classification /Default Class

For all accrual types, it’s necessary to flag them as being Personal Leave, Annual Leave, Long Service
Leave or an RDO payment. This enables the system to have multiple pay types used against an
accrual type (i.e. personal leave may be taken as sick leave, carers leave, etc).

One, and only one, of the pay types must be ticked as ‘Default Classification’, which enables
Accrivia to see it as the default pay type for that accrual type (typically, the Personal Leave default
classification will be ‘Sick Leave’ or ‘Sick Pay’, and the other accrual types will typically only have
one pay type setup so will therefore be ticked as Default).

There are also Classifications now for Union Fees and Workplace Giving. These have no effect on
the payruns and only used with Payment Summary Reporting

Hourly Type

This field is used to specify whether a Payment Pay type is classified as Normal or Overtime. This
used in Payroll Calculate and for Job Costing.

In Payroll Calculate the Hourly type is for the Hours Breakdown Summary in the Header. If the
Hourly Type is left blank, the system assumes the pay type is Normal.

For the purpose of Job Costing, this dictates the pay type as being Normal or Overtime (Casual or
Part-time/Fulltime is determined by the employee) to determine the appropriate loading % rate to
put on the employee’s hourly rate to determine accurate job costing rate.
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A Pay Type can only be deleted if it has never been used within the system - this is to preserve
the intergrity of the reporting and system checks.

It is recommended that if codes are no longer required, or you wish to tidy your selections to
ensure old codes are not accidently selected, to rename the pay type

To do so, use the [EDIT DESc] at the bottom of the screen to Edit the Description/Name and
place a ZZ in front of the exisitng code (ZZSICK LEAVE) - this will ensure that the history of this
code remains on the system but the selection is moved to the very bottom of the selection
screen so cannot be accidently selected.

1. Place cursor on the line of the entry you want to delete.
2. Hold down the Ctrl key and press the Delete key [CTRL +DEL]
3. Click [OK] to confirm the deletion.

Warning - Once confirmation of a deletion is accepted the data is lost and cannot be
retrieved!

Pay Type Group FM (Awards
Allowance/Jobs)

The screen controls the grouping of pay
types for the purpose of determining allowances for payroll and job costing. It’s primarily used
for Awards. It has the benefit that the Pay Type group can be updated at any time and the
changes will apply to all Awards that use that group. There is no need to go into every award
and edit the allowances whenever a change is required.

It’s suggested to make the “Pay Type Code” a name / code that accurately, but simply,
represents the pay types included in that group, such that selecting this group easily identifies
the pay types included. This is best achieved through a “legend”, where perhaps ORD may
represent ordinary times, OT represents overtimes, etc. The description is a long description
field to note the use of this pay type group.
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/. Pay Type Groups File Maintenance ;lglll

Pay Type Code Description |Pay Types | ;I
_|0ORD HOURLY HOURLY
_|ORD + CAS HOURLYIHOURLY CASUAL B HOURLY...
_|ORD CA5 HOURLY CASUAL B HOURLY CASLIAL
_|ORD CAS 2 HOURLY CaS HOURLY CAS
_|ORD Cas OT1.5AL AMMUAL LEAVEHOURLY 1.5 TIMEHOURLY CasLUAL B ANMUAL LESVE...
MORD OT HOURLYHOURLY 1.5 TIMEHOURLY 2.0 TIME EIHOURLY...

HOURLY 1.5 TIME

HOURLY 2.0 TIME _I
_|ORDOT RDO HOURLYHOURLY 1.5 TIMEHOURLY 2.0 TIMEIRDO PAY  ELANNUAL LEAVE..
_[ORDOT1E HOURLYHOURLY 1.5 TIME B HOURLY...
_|ORD RDO HOURLYIRDO Pay EHOURLY...
_|ORD SH115 HOURLYISHIFT P&y 115% EHOURLY...
_[ORD SH11EROO HOURLYIRDO PAYISHIFT PAY 115% B HOURLY...
_|ORD SLRDO HOURLYIRDO PAYISICK LEAVE EHOURLY...
_|0T15 HOURLY 1.5 TIME EHOURLY 1.5 TIME
_[OT1.5RO0D HOURLY 1.5 TIMERD O PaY EHOURLY 1.5 TIME...
| |SH115 SHIFT Pay' 115% B SHIFT PaY 115% LI

Bank Name

The names of each different bank used by Employees for EFT payment of their wages is defined in
this table. The names on this table link through the — More
Details - Banking Tab

The main purpose of this option is for ease of reporting, it has no effect on the creation of the .aba
file

Awards Module

The option allows you to record the conditions, rates
and allowances applicable to your industry, or government awards, AWA’s, EBA’s, IWA’s or unique
employee conditions that your company’s employees are contracted under, and record the
applicable award in the employee’s file.

For complete details on Awards please see section Awards Module

Payroll Super Fund File Maintenance

This screen is for the set-up and maintenance of Super Funds and Superannuation Clearing Houses.

Open

NOTE - you may need to activate this menu option in User Access
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The first time you use this screen you will need to do the following:

e Set up your Super Clearing House (Optional)
e Set up your main Super Funds

o Allocate existing Super Pay Types to a Super Fund

Setting up a Clearing House is optional at this stage if you have under 20 employees or will not
be using Accrivia to produce your Contribution File.

Click on the l button
Enter the code you wish to use for the clearing house

Enter the name of the clearing house in the Description field
Select CLEARING HOUSE in the Fund Type Section

Enter the bank details, ABN and contact details

Pay Period is not required

Enter any additional information or notes in the Fund Details section or leave blank

©® N oo o~ W N

In the Employer ID section, enter the unique employer id allocated to you by the clearing

house. Enter one for each ABN if provided.

9. Click \L to Save
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ﬁ Payroll Super |£”£”£'
Super Funds ] Super Fund IDs |

Code: [DEMO CLEARING Edit Cade Pay Period: =]

Drescription: |DEMD CLEARIMG HOUSE

Fund Details: |Clearing house
Fund Type

" Registered * Clzaring House
" Self Managed

BSE: 000000 Acct Mo: 0000000000
Account Mame: |DEMU CLEARIMG PTY LTD
ABN: [11111111111

Emplover IDs: ABN Employer ID | -
392425827739 BERERRER
93054914005 55555567 1

[

Ernail: |supp0[l@accrivia.com.au

wiebsite: |www.accrivia.com.au o

rﬁ’t Allocate Pay Type | ﬁ"} tMowve Pay Type To... |

Description Details After/Before Tax|GL Acct |Super |Wurk EnverlPaymII Tax|anes | -
J N N I ]

< | = | b | Bl | 4 | = | L4 | x | EditF’ayTypeCode

Set Up Super Funds (Registered)

1. Clickon the ¥ button
2. Enter the code you wish to use for the Super Fund eg. REST for REST Superannuation

3. Enter the Fund Name of the Super Fund in the Description field
i. This populates the Fund Name field of the file and should match the Fund Name you
set-up at the Clearing House
4. Select REGISTERED in the Fund Type Section (see below for setting up a SMSF)
5. Select the Spin ID from the drop list
i. IfSpinIDis notin the drop list, then Add to the Super Fund IDs tab using the fol-

lowing steps

e Spin ID must be unique - provided by the Super Fund
e Fund Name belonging to the Spin ID
e Bank account details and address details are optional and for your ref-

erence only
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Select the Pay Period - once set this cannot be changed

i. please contact support for assistance if a change is required
Enter any additional information or notes in the Fund Details section or leave blank
In the Employer ID section. Your Clearing House will allocate a unique employer ID for
each Super Fund. Enter one for each ABN if provided. This field can be left blank if no ID is
provided for a specific ABN.

At this point click on the tick at the bottom to save the entry - this must be done before
you Allocate a Pay Type.

10.

11.
12.

Allocate the applicable Super Pay Types
i. Click on the ALLOCATE PAY Type Button and select the Super Pay Type
ii. Continue for each Super Paytype belonging to that fund
To set up a new Super pay type
i. Click in the grid and click the INSERT key or ARROW DOWN
ii. Enter the Description, must begin with SUPER
iii. Enter more detailed information in the Details field,
e note this is what may be displayed on your payslip, depending on your
payslip customisation
iv. Select if BEFORE or AFTER tax
BEFORE is required for Employee Salary Sacrifice contributions
AFTER is required for After Tax Employee Contributions

Employer Superannuation can be either Before or After tax. We recommend
BEFORE, as then the Super Pay Type can then be used for both Employer
Superannuation and Salary Sacrifice contributions.

v. Allocate the General Ledger Accrual account

Please note this account is normally a Liability (C) account for accounting
purposes. The DR account is handled by the Payroll Department.

vi. Continue until all entered

Click \L to Save

Continue adding Super Funds and allocating Super PayTypes until all Super Pay Types

are allocated.
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13. The Allocate button will no longer be available once all Super Pay Types are allocated
i. This takes effect on closing and then reopening the screen
ii. You can also see on the Pay Type Screen itself any unallocated Super Pay Types, as
this will be in RED
14. IfaSuper Pay Type has been incorrectly allocated, use the Move PAY Type To button to real-
locate to a different Super Fund
15. Ifyou have Super Paytypes that are no longer in use and no contributions are owing, set up
a Super Fund called 'OLD Super' or something similar and allocate the Super Pay Types to
this Super Fund
i. Please note the Pay Period for the Super Fund and against the Super Pay Type must
be the same
ii. Please contact support@accrivia.com.au if you require assistance with the pay period

if it requires changing.

I Payroll Super ===
Super Funds l Super Fund IDs ]
Code: |TEST SUPER Edit Code PayPerioct [QUBRTERLY =]
Description: |TEST SUPERANNUATION Fund Details: |Test Superannuation Fund
Fund Type
{+ Registered ™ Clearing House
" Self Managed
SPIM 1D | TT93933339 ﬂ
Fegistered Name: TEST SUPERANNUATION FUND EmplogerDs: | |APN Employer 1D 3
EB R RN |292428a277a 77777 TG
Address: 123 FAKE 57, WARRMNAMBOOL VIC 3280 M| 23054814005 FRFETIST

ESE /Acct Moo 222222 333333333

'57‘: Allocate Pay Type | '57‘: Move Pay Type To.. |

Dezcription Details After/Before Tax|GL Acct |Super |W0lk Eover|PaymlI Tax|Noles | -
_|SUPER TESTAT TEST SUPER AFTER Tax CONTRIBUTION AFTER e [ r r
_|SUPER TEST SGC | TEST SUPER EMPLOYER BEFORE EE r r
L SUPER TEST 55 | TEST SUPER EMP SaLaRY SACRIFICE BEFORE 3 [ r r

4 | < | B | Bl | +* | - | v | X | Edit Pay Type Code
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1. Click on the _* lbutton
2. Enter the code you wish to use for the Super Fund eg. FAMILY for Family Self Managed

Super Fund
3. Enter the Fund Name of the Super Fund in the Description field
i. This populates the Fund Name field of the file and should match the Fund Name
you set-up at the Clearing House
4. Select SMSF in the Fund Type Section
5. Enter Fund details per the field name
6. Enter the ESA.
i. This is like the SPIN number for a registered fund
1. Ifusing a Clearing House like Quick Super, enter the Fund ID that the Clearing
House has allocted to the Fund. eg. CB12345JOHNSONSMSF
7. Select the Pay Period - once set this cannot be changed
i. please contact support for assistance if a change is required
8. Enter any additional information or notes in the Fund Details section or leave blank
9. Inthe Employer ID section. Your Clearing House will allocate a unique employer ID for
each Super Fund. Enter one for each ABN if provided. This field can be left blank if no ID is
provided for a specific ABN.
10. Refer to steps in Setting up a Registered Super Fund for allocating the Super Pay Types

Related Topics:
See "Employee - Super Tab" on page 62
See "Payroll: Reportable Employer Contributions (RESC)" below

On the Payment Summary there is the requirement to report Reportable Employer Super
Contributions. For full details of what is required please contact the ATO or your Accountant

Employer guide for reportable employer super contributions
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How Accrivia tracks and reports on RESC

With every payrun that Super is calculated, Accrivia updates the Super Tab on the EmpPLOYEE FILE
MAINTENANCE SCREEN. This tab reports the following:

Date Week-ending date

Pay Type Super Pay type - Super fund and type of payment

o Employer Superannuation Guarantee Amount
Employer Contribution

Total Amount - includes Above Award amount

Employee Contribution Employee After Tax Contribution

RESC Salary Sacrifice Employee Salary Sacrifice Amount

Employer Above Superannuation Guarantee
RESC Above Award *
Amount

" Date Contributions paid (if using the Super Noti-
ai
fication Screen)

Date Contribution Payment Notified to employee
Notified
(if using the Super Notification Screen)

The RESC field on the Payment Summary totals the Salary Sacrifice and Above Award Columns for
the Financial Year being reported on.

If your Super Pay Types have been set-up correctly and your employee's pays have been accurate,
then the amount reported for RESC should be accurate. Please verify by the running the Super
Summary report for the Financial Year.

If you require additional amounts to be added to the RESC figure, please contact
support@accrivia.com.au for advice

Payroll: Changes To Superannuation Pay
Types And Handling

Previously Superannuation set-up was handled via the Pay Types File Maintenance Screen.
A new Super File Maintenance screen has been added to manage Superannuation.

This new screen allows the following:

¢ Set-up and management of Super Pay Types

e Streamlines the management of Super Funds
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o Caters for additional Super information such as Spin ID
e Group Super pay types with the same Spin ID under the one overriding Super Fund

e Management of Clearing Houses

Super Pay Types will no longer be set-up and managed in the Pay Type File Maintenance
Screen. They will be handled in the new Super File Maintenance Screen

The new Super File Maintenance Screen connects to new functionality in the Payroll End of
Month screens. This has been introduced as part of our move towards SuperStream. This new
functionality will:

e Produce one Super contribution file per ABN in your database

¢ This one file will contain all Super Fund contributions, which will then be dis-
tributed via your chosen Clearing House
e Produce one ABA payment file per ABN in your database, which is linked to the con-
tribution
e Enter the General Ledger Journal and Cashbook entry for the payment made (for those

sites who access the General Ledger and Cashbook Modules)

See "Payroll Super Fund File Maintenance" on page 74

Payroll - ATO Tax Tables

The ATO issues specifications relating to Tax Codes and HELP/SFSS payments. The appropriate
tax code must be selected in each employee’s file, along with whether HELP/SFSS calculations
are applicable or not. These codes operate ‘behind the scenes’ to automatically calculate the
applicable amount of tax for each employee.

The option allows you to maintain a list of Tax Tables as
defined by the ATO to calculate tax (PAYGW) from wages. These tax tables are normally
updated as part of the End of Year process. You also have the option of creating a User Defined
tax code for when a Withholding Variation notification from the ATO.

If need be, an update can be run by the option.

To check if you tax tables are current, view the “Applicable From” date on the Tax Code File
Maintenance Screen.
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A, Tax Code File Maintenance o ] [

Tax Code: IE j 7 Add | =i Qelelel

Description;  “ith Tax Free Threshold with Leave Loading
Applicable From; 01 /0772011

Lesz Than |A B | ﬂ
$244.00 1] 1}
$355.00 01513 36.927
$422.00 02522 731519

$571.00 01664 369233
$705.00 01347 53.0773

|w

$355.00 0343 157.6973
$1.291.00 0.348 1624747
$1.532.00 032 126.3009

=l

Additional tax codes may be added where an employee has a PAYGW Variation from the ATO.

Important

Tax tables figures are weekly. The system uses the period on the employee file in
conjunction with the Tax Weeks from the Pay Calculate process to adjust the tax calculation
to fortnightly or monthly as required
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Add a User defined Tax Code — Flat rate of tax

1. Click [Apbp] to add a new code

2. When prompted enter a tax code number that is unique , one that follows on from the
last tax code is preferred

Enter the name of the tax code, such as the employee code it refers to or the % tax rate
Enter the 'Less Than' amount (eg weekly pay is less than).

Enter the % amount in column A-eg. 20%is 0.20

o v o~ W

Enter a0 amount in column B**
a. Column B contains the S amount to be deducted from the tax calculated (Column
Ax Gross). An amount is required for marginal tax tables to function. Itis not
applicable for a flat rate tax

7. Move off the current record to update the entry.

-

ﬁTaandeFileMaintenance | = || = | 22

|
TawCode: |8 ﬂ i add | ' Qelete|
Deszcription:  22% tax rate
Applicable From: 21/07/2014

Less Than |A B | -

Standard Payroll Tax codes are already set up in your system as defined by the
Australian Taxation Office (ATO). These codes are maintained as part of the Payment
Summary Process or manually via the Update Tax Code process

If you require a marginal user defined tax code to be set-up, please contact Your Accrivia
Support Team for assistance.

See "HELP & SFSS" below

HELP & SFSS

HELP and SFSS rates are set by the Australian Taxation Office and defined in the PavroLL| FiLE
MAINTENANCE | HELP & SFSSscreens.
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Using these rates, the appropriate HELP/SFSS payment will be automatically calculated based on
the employee’s earnings.

HELP/SFSS payments are deducted from the employee’s wage as part of their normal PAYG
tax.

Qualifications

The screen allows you to state qualification, place them
in groups, stipulate renewal information and on the Search tab, to find employees who have
specific qualifications.

If set-up, reminders of qualifications due for renewal can printed on the payslip or a separate letter
can be produced.

Qualifications can include anything from First Aid Certificates, driver’s licences to the various Tickets
that are required for working on different job sites.

Please Note:
This module is currently being rewritten

Qualifications are setup in 2 section. The overall qualification group and the actual qualification
itself. Multiple qualifications can be set-up per group. Some qualifications may have different levels
and/or different renewal time frames

In the Qualification Groups (upper) section of the Qualification Group Maintenance Screen

1. Insert or Arrow Down to start a new entry

2. Enter a Unique Group Code eg. FIRSTAID

3. Enter a description eg. First Aid Qualifications
4

Continue for all required groups

In the Qualification (lower) section of the Qualification Group Maintenance Screen

1. Select the Group required

2. Enter a unique code for the specific Qualification eg. First Aid Lvl 1
3. Enter alongtitle if required
4

Enter any Notes as required - double click to enter as this is a Memo field
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5. Select the renewal time from the drop list
6. Tick Employee responsible if required

7. Continue for all required qualifications

See "Employee - Qualifications Tab" on page 63

The Search Tab of the Qualifications Maintenance screen is where employees can be reviewed,
reported on and updated according to their qualifications

Displays Employees with the Qualifications selected

1. Select the Valid as of Date
2. Select the Qualification/s required

1. Up to three qualifications can be selected using an AND/OR scenario
3. Click SEARCH

4. Employees meeting the criteria will be listed

Displays Employees without the Qualifications selected or who has the Qualification, but it has
expired.
1. Select the Valid as of Date
2. Select the Qualification/s required
1. Up to three qualifications can be selected using an AND/OR scenario
3. Click SEARCH
4. Employees meeting the criteria will be listed
5. Employees can then be notified either by letter or on their payslips that they are
required to update their Qualification
6. Tick Print Letter or Print on Payslip for each employee as required
7. Click Print/Update Records to process
1. Those selected for Print will be printed straight away, choose your preferred
printer when prompted
1. The employees Qualifications tab will be updated that they were notified

via letter and the qualification marked as Pending
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Contact Accrivia Support to customise this letter to your organisations
needs.

2. Those selected for Payslip will have their Qualification tab updated to note that they
will be notified via their payslip
1. Once their next pay is processed, there will be a payslip message advising them
their qualification has expired or is due to expire
2. It will continue to be displayed on their payslip until the Qualification is

renewed or removed.

The Update Results Search option allows you to review employees with Qualifications marked as
Pending and update those who have now obtained/updated their qualification.

1.
2.

® N o v kW

Select the Valid as of Date
Select the Qualification/s required
1. Up to three qualifications can be selected using an AND/OR scenario
Click SEARCH
Employees meeting the criteria will be listed
Tick Qualification Obtained against the relevant employees
Entered the Competency Completed field at the bottom of the screen
Click UPDATE RECORDS
The employee's qualifications tab will be updated.
1. The qualification will be marked as Competent

2. The Expiry date will be updated if the qualification has a renewal period

Days Of Leave

The

is where Public Holiday and company wide

RDOQ's dates are entered. These dates are used with the Timesheet and Pay In Advance
functionality.

In the Timesheets screen the Day of Leave is used by the system the automatically tick the Public
Holiday or RDO tick boxes based on the dates entered.

In the Pay in Advance function, where dates are entered the applicable pay type will be defaulted
instead of Annual Leave
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A recommendation is to Google a list of the Public Holidays for your State at the start of each
year and use this to enter the dates.

To enter a Day of Leave

Insert the standard days of leave applicable to employees by selecting the leave type, date and
the State that it is applicable to. The system will apply the Days of Leave based on the
Employee’s Award and if not on award, then their State on the Employee File Maintenance
screen.

** Note while you can select the individual state - it is recommended to simply use the
ALL selection.

ﬁ Days of Leave Maintenance |E||E||j
Leave Type Date |5tate

t Public Holiday 0140142014 ALL -
| Public Holiday 27401/2014 ALL

| Public Holiday 1040372014 aLL

| Public Holiday 18/04,/2014 aLL

| Public Holiday 19/04,/2014 ALL

| Public Holiday 2140442014 ALL

| Public Holiday 25/04/2014 ALL

| Public Holidap 09/06/2014 ALL

| Public Holiday 0441142014 ALL

| Public Holiday 254 2/2014 ALL

|| Public: Holiday 2641272014 aLL

Once entered the system will automatically check these fields when processing the weekly
Timesheets and place a tick in the Public Holiday box for you, ensuring your employees are
then paid at the correct rate.

Processing For Multi States
For the rare occurrences where your company has branches in 2 separate states (ie
Albury/Wodonga) then contact Your Accrivia Support Team for advice on the best way to
handle this.

1. Setday of leave - set State = ALL

2. Gointo timesheets as per normal

3. Click on XML.

¢ Use CTRL key with mouse to select only the VIC store files (this is for a Vic
only holiday, switch for NSW where applicable)

e Just check there are only ones there for the week you are processing
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e Check that Pub Hol is ticked on employees that were loaded

4. Leave Timesheets open, no need to commit

5. Go back to Days of leave - delete the leave line
6. Click on XML, select remaining files

o Just check there are only ones there for the week you are processing

e Check Public Holiday is NOT ticked on those employees

7. Proceed as per normal

Payroll Employee Position Type

The (User Defined) screen is where User
Defined position types are set-up and maintained.

The Employee Type is mainly used a reporting option, to enable the user to add another layer of
employee grouping/filtering that is not already catered for in the existing employee file options.

On a number of Payroll Reports there is a UD Emp Type filter selection.

The naming of this field can be changed to suit your business requirements.Please contact
support@accrivia.com.auto arrange.

1. Click in the gird and click INSERT
2. Enter the name of the employee type

3. Arrow up to save

In some databases this Employee Type can be used to filter Employees for some payroll
processes and/or report customisation. Please contact support@accrivia.com.auto discuss.

Employee Termination (Bulk)

The screen allows you to terminate multiple
employees in one process who have not worked for a specified number of days. e.g. 90 days.

The number of days is set in the in the Auto Terminate Days
field.

Allemployees whose last worked date is more than the specified days will be displayed for selection
and termination if desired.
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Only terminate those employees, such as casuals, who do not have any wages or leave
entitlements to be paid.

Review the list of employee
Tick individually or use the Tick ALL button
Click PReview for a report of those to be terminated

Click CANCEL if you do not wish to proceed

LA A

Click AppLy to terminated the selected employees

Employment Declaration (TFN)

The screen produces the electronic Tax
File Number (TFN) Declaration report for uploading to the ATO.

This file is useful for those employers who have a large workforce and/or one with a high
turnover

/A Employment Declaration Reporting =lol x|
1. Fill in Organisation Details Drganisation Mame IAcmiwa Testing Co ;I

Contact Name [PAYROLL OFFICER

Contact Phone/Fax Mo |55 555555 |EB EEEEES

Fun Type | Test vl
Start Date |27/03/2012
End Date |26/03/2012

2. Select Employees to report on
00007

Selected File
3 Create File

I Qleate Filel ' Update |

1. Enter Business and contact details as per what would normally be completed on the

paper TFN Declaration form.
2. If producing the actual file for submission to the ATO, select “Production” from the Run
Type drop list.
3. Allunreported employees will be in the right box, remove those you do not wish to
report on. Double click on the employee code and they will move to left box.
a. Ifyou are running this for the first time, then all employees with a date in the Date

Dec Signed field will be listed in the right box
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b. To clear them out of the listing (so as not to include them in future reporting) the
update process will need to be run just on those employees to add a lodged date
against their file

c. Movethe new employees to the left box. Use [CTRL] to select the new employees
and click on the < left arrow button to remove.

d. Click on the [UPDATE] button —ignore the message regarding producing the elec-

tronic file.

If you have any difficulties with this step, please contact Your Accrivia Support Team

4. Foractual ATO reporting ensure those employees listed on the right are the ones to be
reported on
a. Click [CReATE FiLE] and select the file location. Do not change the file name. Confirm
the file has been saved. The file may be uploaded to the ATO at this point
b. Click the [UPDATE] button and this will insert a date against the Date Dec Lodged field

on their file. Employees with this date will not appear for selection in the future

T axfile Mumber |1 11222333 ~Group Certificate Detals——
. Fringe Benefitz Tax
Tax Calculation Code I ?j S0 00
HELF Dbt [v

5FS3 Debt [ CIDELR

I $0.00
Bebate Calculation Code IND Rebates Apply j
Lump Sum E

Wieekly Additional Tax I $0.00 I—

Electronic Declaration Details

Previous Mames I I Penzsiarer [

. Family T ax Allowance [
Previous Surname I ¥

; Savings Rebate Claim [
Date Dec Signed IU3."'I 0/200 Ta File Mumber Auth W

Date Dec Lodged |25;n3;2m 2 |
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AWARDS MODULE

The PavroLL| FILE MIAINTENANCE | AWARD | MAINTENANCEScreen allows you to record the
conditions, rates and allowances applicable to your industry, or government awards, AWA's,
EBA’s, IWA’s or unique employee conditions that your company’s employees are contracted
under, and record the applicable award in the employee’s file.

The Awards Module connects to the timesheet entry form which allows the times worked for
each employee to be entered or imported, and then interpreted based on the award
definitions. The pay calculate screen then uses this quantitative information to arrive at the
final pay amounts for the employees.

Employee
ile

Payroll Calculate

Awards Module- Screen Overview

The AwARrDS | MAINTENANCE screen is comprised of a number of tabs related to the different
components of an award:

o Payroll Awards

i Standard Definitions I Alloveances I Fules I Accruals I

e The STANDARD DEFINITIONS tab accepts the criteria to calculate normal hours, over-
time, public holidays or exceptional rates by Pay type. The hours for each day are com-
pounding with each new pay type/condition.

e See "Awards - Standard Definitions Tab" on next page
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e The tab sets the criteria for allowances being paid for particular conditions, or
pay types worked.
o See "Awards: Allowances Tab" on page 97
e The tab is set to accept post payment on costs depending on your industry type.
e See "Awards: Rules Tab" on page 98
e The tab provides the accrual ratios, per week, for leave entitlements, and RDO
accruals if required. These conditions are imposed by the Employee MASTERFILE when allo-
cated an award and can be viewed in the employee’s Accruals Tab.

e See "Awards - Accruals Tab" on page 101

Related Topics:
See "Award Succession" on page 103

See "Auto Award Succession" on page 104

Awards - Standard Definitions Tab

This tab accepts the criteria to calculate normal hours, overtime, public holidays or exceptional
rates by Pay type. The hours for each day are compounding with each new pay type/condition.

The Header of the tab is static. The body and footer changes depending on
what sub tab has been selected.
Rates and hours viewed apply to the tab (Full time, Part Time or Casual)that has

been selected.
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o]

¢ Standard Disfinifions *| Alowances | Rules | Accnals |

o T A T vt D
Deseription [41 AWARD 2010 State[AlL 7] Emplayee Clas e Bzt &0
Type [Non Construction =] Start Time [07:00 | End Time [15:30 “QUALIFIED =] Sh'fth?.e!'m'ta oo
IFmLm $D.DD
Full Time: |F‘artTime| Easuall Super
Hrs ‘Worked | ‘working Hrs I ﬂl
Pay Type |Mon |Tue |W’ed |Thu |Fli |Sal |Sun |HD| |Clocking Status|Hours | ﬂ Order By
P[HOURLY |2 A I R TR R N & % 5/ Day
HOURLY1STIME W | W W [ [T [ 10
|HOURLvzoTME P P R W R D T 2359 © PayType
_|HOURLvzomme 0 0 W T 2359
_|HOuRLvisTIME T 0 W T 2
_|HoURLyzommeE 0 O 0 F M T 2359
| |PUBLICHOULDEY: 7 D O C 2358
=l

DefauItHatel 16.4500 AccruaIHoursl 36.00 ActuaIHoursl 40.00

wl oo [m]| #]=] ]|
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Header Name Unique name/code for Award
Description Full description of Award
Select Construction, non-Construction or Either
Type * relates to the Jobs module. Will warn if there is a mismatch
between the award and the job allocated.
State Select applicable State or ALL for all States
Standard hours of work Start time - only applicable to those who
Start Time
default times, not those who import from a time clock
Standard hours of work End time - only applicable to those who
End Time
default times, not those who import from a time clock
Select employment type for warning if no timesheet hours. Will alert
Warn if no Time-
you of any full time or part time employees on this award that have no
sheet hours
time sheet hours when loading into the Pay Calculate screen.
Select from Drop List - if available
Employee Class
This is for defaulting purposes only when setting up a new employee
Lunch Break Mins |Minimum length of standard lunch break in minutes
Maximum length of standard lunch break in minutes
Lunch Break Max
Lunch break start time setting in System Settings | Payroll
Interval of hours that represents new shift. Indicates the time (in
Shift Delimiter hours) denotes the minimum time between a ‘clock off’ and the next
‘clock on’ required signifying a new shift, rather than just a break
Minimum Superannuation to be paid per employee — relates to
Minimum Super | Awards that specify a minimum Super $ amount that must be con-
tributed each pay period
. Employment Type |Select Full-time, Part-time, Casual for viewing/ updating pay types,
oady
Tabs hours and rates
As per tab Hrs Worked Tab | Enter pay type with the days of the week and no of hours it applies to
Working Hrs Tab | Complete if pay type is defined by times worked
Footer Default Rate Default hourly rate for employment type
As per tab Accrual Hours Hours per week that accruals are based on, that is the number of
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hours that are paid to achieve the full accrual ratio for holiday & sick

leave (if applicable in the Award)

Actual hours worked per week. The difference if any between this and
Actual Hours Accrual hours is usually the RDO accrued. (only relevant in industries

using RDO accruals)

Copy Standard definitions to an existing award. Copies only the

hours, not the rates

Shift Delimiter

Indicates the time (in hours) denotes the minimum time between a “clock off” and the next
“clock on” required to signify a new shift, rather than a break.

Minimum super

Relates to awards that specify a minimum super $ amount that must be contributed each pay
period.

‘Warn if No Time Sheet Hours’

Will alert you of any full time or part time employees on this award that have no time sheet
hours when loading the hours into the PAY CALCULATE screen when processing the pay run.

Accrual Hours

Is the number of hours that are paid to achieve the full accrual ratio for holiday and sick leave (if
applicable on this Award)

Actual Hours

Are the number of hours a employee works per week. The difference between Accrual Hours
and Actual hours usually being the amount of RDO accrued (only relevant in industries that
have RDO accruals).

Related Topics:

Payroll: Actual & Accrual Hours

Payroll System Settings
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Awards: Hrs Worked Sub tab

{His Warked | waorking Hrs |
Pay Type [Mon [Tue |Wed |Thu [Fii [Sat [Sun [Hol [Clocking Status|Howrs | 4]
_|HOURLY [CZB AR TR R R A B 8
_|HOURLY1STIME # W M W F [T [T [T 10
_|HOURLY20TME M M M M ¥ [ [T T 2359
_|HOuRLY1sSTME I T T C M T T 2
_HouRLyzoTME T T T T M 2359
MHOURLY2OTIME T T I T T M ns
| |PuBLCHOUDAYS - T T [ 2359

The Hrs Worked Tab determines which pay type will be chosen for the hours worked on a daily
basis. Thereis an Hrs Worked tab for each of the 3 employment types.

Pay Type Required pay type

Days of the The day of the week the Pay Type applies to

Week Y y lype app

Clocking To indicate shift type if required e.g.. N for night shift

Status o . . .

Hours Number of hours the pay type applies for —refer to following
detailed description and example

Clocking Status

This is used to indicate that a pay type is only to be paid when a timesheet entry has a matching
clocking status. Choosing {None} or leaving blank is equivalent to no clocking status, and the |
symbolis used to denote an “or” between clocking status values. For example ‘N’ may be used to
denote night shift.

Hours

The pay type is paid according to the number of hours worked for the days selected. Note these
hours are in decimal. 23.99 refers to 24 hours

Example

The Award states that the Hourly rate is to be paid for the 15t 8 hours, then Time & % for 2
hours, then Double time for the rest of the day. This is entered as follows:

Hourly pay type is entered with 8 hours

Time & % pay type is entered as 10, as it applies for the hours worked between 8 and 10
hours
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Double time pay type is then entered as 23.59 as it applies for all hours worked after 10
hours.

Awards: Working Hrs Sub Tab

The Working Hrs tab determines the pay types to be chosen based on given times in the day
e.g.. Penalty rates

Pay Type |Hun |Tue |'1|I|F'ed |Thu |Fri |Sat |Sun |5tartTimE End Time "

M|HOUR SHIFT 1.30 v v v v v [ [ 0000 0E:00
| |HOUR SHIFT 1.15 v v v v v [ [ 21:00 2259

The HRS WORKED tab needs to be completed with a base rate of hours for the 24 hours period
so the system has a default pay type to work with if required.

1. Tick the days to which the penalties are applicable

2. Enter the start and end times required

3. Select the applicable pay type for that time period.

4. Enter only those pay types that are not on the HRS worked tab e.g. what differs to the

standard pay for that day.

When entering the number of hours worked of 24 hours, use the amount 23:59. Also
when entering the time 24:00 use the time 23:59.

Accrivia will always pay the higher of the two pay types when analysing the timesheet
information data against the ‘Hrs Worked’ and the ‘Working Hrs’ tabs.

Awards: Allowances Tab

The AllowancesTab determines the criteria of when allowances are to be paid.

I Rules I .-’-'«ccrualsl

Mame |m AwlARD
Full Time |F'artTime| Casual |

Allowance |Periud |Huurs Meeded|5tatus |Amuunt |PT Group Code |
L FARES CAR Abwda DAILY 001 $2.85 ORD RDO
| |MEAL ALL A DALY 2 $10.10 ORD CAS
| | TRAVEL ALLOW A DAILY 001 $4.20 ORD RDO
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1. Select the Allowance pay type to be paid
2. Select the period, which is the frequency the allowance is to be paid: hourly, daily, weekly,
fortnightly or monthly
3. Enter the minimum number of hours needed of the applicable pay types for the allowance
to be paid
4. Status is optional e.g.. N for night shift.
1. Toinclude multiple status values, the values should be separated by the | symbol,
and a {None} is equivalent to no status.
5. Enterthe amount to be paid per the period specified. e.g. $2.85 per day
6. Select the PT Group Code —This is a grouping of pay types that the allowance is applicable
to. Any combinations of those hours worked, when summed, will trigger the allowance to
be paid when the amount in the hours needed field is met or exceeded.
1. e.g. Some allowances are only paid on hours worked, so the Pay Type Group will only

included working hours, such as Normal, not any leave pay types

Next Step:

Related Topics:
See "Pay Type Group FM (Awards Allowance/Jobs)" on page 73

Awards: Rules Tab

The Tab is where the criteria for award Rules are set-up. These rules are processed when
entering Timesheets and processing via the Pay Calculation Screen.

The Rules processor allows Accrivia to warn of any conditions that are fulfilled or violated, based on
pay types paid and/or time clock hours. The Rule can have an outcome (where the pay information
is changed based on the Rule) or a warning (where you will be notified of the rule being fulfilled after
the timesheet information is drawn into the pay calculation screen).

The rules area normally is used within the “quick service food industry” more so than construction
industry (which uses allowances more heavily instead).
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Standard Defirtions | Alawances EFiles 3| Acciuals |

Name [£WARD 40 HRS

Rule NolPeliod‘Empluyee Type‘Pay Types |De:|:liptiun Dccunence within Period| Dccurrence PelindlQualiliellﬂpelandlﬂuan Apply To |Result |Waming‘i|
L 1'week Ful Time EHOLDAY PAY... 40HOUR MAKE UP < 40| Driginal D ata B NORMAL 3
o 2'week Al EHOTIME SAT 4 HR MAKE P SaAT < 4 Original Data @ OTIME SAT [
o 3 Week Al HEHOLDAY PAY.. |40 MORMAL HRS » 40 Resultant Da E NORMAL. [l
| | 4 Week Al HOTIME SUN 4 HR MAKE UP 5UN < 4 Original Data @ OTIME SUM [l

|

Copy Fram | Copy To | Delete Hu\el Instructions |
Rule . .. .

Grid Rule No Master Rule Number. Rules will be applied in order they're defined
Period Time frame of the data for analysis
Employee |Employee type ruleis applicable for: Full time, Part time, Casual or
Type combination
Pay Types |The Pay type/s theruleis based on
Description |Description of the rule
Occurrence " T .
. Additional criteria within Period —see below
Within
Occurrence " N .
i Additional criteria within Period —see below
Period
Qualifier See Definition below
Operand Determines when the rule comes into effect: Less than, greater than,
» equal to or combination
Quan Number of hours of the pay types in order to achieve the rule
Aooly to Whether to apply the calculation to original data or the result from the
PPl previous rule
Result The pay types to be inserted due to rule being fulfilled
Warnin Operator will be notified that rule criteria has been met when
e defaulting timesheet data into Pay Calculation
Buttons Copy Rules from existing Award
Copy Rules to an existing Award.
Delete the selected Rule — Rules will be renumbered
Normal CTRL+Del will not work in this screen
Instructions on how to write rules.
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System generated rule number. The ordering of rules may be significant, given a rule can be based
on assessing the original data (i.e. timesheet information) or the resultant data (i.e. the pay screen
information, after processing any rules prior to this rule).

Period options available: Month, Fortnight, Week, Day, Shift, ConsHRs (Continuous hours), Hour
or TimClkInt (Time Clock Interval). These are periods of time to use applying the condition pay
type/s to get quantity to work with.

Some rules require that a period of time be considered within another period of time. For example,
if uniform allowance was paid based on the person working four shifts in the week, then we would
need to consider the “Shifts” within the “Week”. These two columns allow this to be stated.

Blank means consider the time within the stated ‘Period’, ‘Span’ means consider the time between
the first clock on and the last clock off for the ‘Period’, ‘Between’ means consider the time between
the clock off of the previous ‘Occurrence Period’ and the next clock on of the next ‘Occurrence
Period’ within the ‘Period’.

Tick if a warning notification is required. This option useful where you wish to know if a particular
scenario has occurred, but you do not wish there to be a system generated outcome. If required
though a Rule may be both reported as a warning AND have an action performed.

[Copy FROM] and [CoPY To] buttons allow you to copy rules from one award to another.

Hold down the [CTRL] key to multi-select awards for copying to. Copying takes approximately 1
minute per award. Please be patient if copying to multiple awards.

Any existing rules on the ‘Copy To’ Award will be removed and replaced with the new rules
being copied.

First note what employee types and pay types the Rule applies to. Then note the pay types that
are to be affected by the rule. Ensure all pay types are correctly set-up before proceeding. The
following example explains how to set-up on the most common Award rules.

Example Below

The maximum weekly hours for a full-time employee are 38. Any hours over are to be paid at
overtime rates.
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o Time and % for the first 2 hours
e Double time for the hours following.

e To set-up therule - Select the pay types that are applicable to a full-time work week, ordi-

nary hours, holiday, public holiday etc. Not overtime rates

Desctipti [Decurrence within Period|Occunence Period|Qualifier | [Quan__ [Apply To [Result [Wami +
38 Original Data B ORD TIME. [l

Period| Employee Type|[Pay Types
B|wiesk | Full Time =2

I 14 cvimum weakly hours - £ >

e
PAHEBAFT/RT
ORD TIME
PUB HOL FT/PT

38  Driginal Data & ORD TIME CAS
36 Driginal Data & ORD TIME
10 Original Data E ORD TIME
38 Original Data @ ORD TIME

‘wieek | Casual AH EBA CASUAL | Maximum weekly hours - ©
wieek | Part Time AHEBAFT/PT awirnum weekly hours - ¢
week  Part Time AHEBAFT/PT...  Minimum weekly hows - p
Wweek | Full Time AHEBAFT/PT...  Minimum weekly hours - U

< [
|;I_TITI—I—I
4

It

Enter the operand as >’ for greater than and a Quan of 38. The rule applies to the original
timesheet data.
1. ORD TIME, 38-{Q}, Process Negative is ticked
1. Anegative entry is inserted for ORD TIME to reduce the total quantity for the
week to 38
2. OVERTIME 1, {Q}-38, Max Value: 2
1. Anentry for OVERTIME 1is inserted for hours greater than 38, up to a maximum
of 2 hours
3. OVERTIME, {Q}-40
1. An entry for OVERTIME 2 is inserted for hours greater than 40

2. As’Process Negative’ was not ticked, any calculation the results in a negative or

zero amount, will not produce a result

Period[Employee Type|Pay Types [Descripti [0ccurrence within Period] 0 Period[Qualifier | [a [Apply To_[Result Warni +
P|week  Full Time EAHEBAFT/PT.. | Masimum weekly hous -f > E e = CIED TIME.. |
Pay Type [Quan Mak Value | Process Negative] «

P|ORD TIME 380} o

_|avERTIME 1 -3 2 C

|_|ovERTIME 2 o -40 r
|| week  Casual B AH EB& CASUAL... | Masimum weekly hous - ¢ > 32 Original Data B ORD TIME Cas. [
| |wieek  Pan Time B AH EBAFT/PT... | Masimum weekly hous - ¢ > 36 Original Dala B ORD TIME. r
| [week  Part Time AH EBAFT/FT... | Minimum weekly hours - p < 10 Original Data B ORD TIME 4
. - _’l_I

Next Step:

Awards - Accruals Tab

The is where leave accrual rates are set-up according to
the Award requirements.
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Tabs are available for Full-time, Part-time and Casual employment types. Enter the days per year to
be accrued and the weekly accrual rate will automatically default.

All Leave Types |Days /Year Default number of days of leave accrued per year
Hours /Week Default number hours of leave accrued per week
Based on Days/Year and Accrual hours
Base A I
Tick Boxes R::: cerua Functionality Currently Disabled

Grant as Lump

Functionality Currently Disabled
Sum

Leave Loading |Tick if Leave Loading is required to be paid on Annual Leave

Applicable taken.
=lol x|

Standard Definitionsl Allowancesl Rules  Accruals |

Name |41 &4ARD

Full Time | F'artTimel Easuall Entitlementsl

—Perzonal Leave —Long Service Leave
D apsvear I 10. 000000 HoursMeekI 1.384615 DaysSvear I 4 570554 HoursMeekI 0632846
I Base Accrual Rate On Perod OF Employrent [ Baze Accrual Fate On Period OF Employmernt
™ Grant as Lump Sum on Anriversary [~ Grant as Lump Sum an Anniverzany
Start Month|End Month|Hours ;I Start Month| End Month|Hours ﬂ
» 0 5} 38 _I »
annual Leave —RD0 Accrual
Days/ear I 20.000000 HUU'S*’WEEkI 2763231 RDO Days Per Year I 13.000000
™ Base Accrual Fate On Period OF Employment R0 hours Weekly I 2 000000
™ Grant as Lump Sum on Anniverzary
Start Month|End Month|Hours ﬂ I Leave loading Applicable
»
=]
|« m]| +]=-]v]x]

Base Accrual Rate & Grant as Lump Sum Options

At this time these functions have been suspended. If your business does require leave to be
accrued in either of these ways, please contact Your Accrivia Support Team.

Leave Loading

If ticked, the system will automatically add leave loading based on the number of annual leave
hours processed. This process happens when the Award rules are activated in the Pay Calculate
screen.
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The is an optional tab depending on your
business requirements. Various portable entitlements can be managed on this tab. Enter the
weekly amounts as required.

.FuIITimel F'altTimeI Casual Entitliements I

—Partable Accrual
wheekly [P [$)

‘wheekly L5L [%)

whaekly IS (%]
whaekly IS [F MSW ONLY) $0.00
“wieekly Severance [§) IW
wieekly Training [$) $0.00

Entitlernents Paid Daily [~

Award Succession

screen is where the "rules" for the
automatic moving of an employee from one award to another is stipulated.

The AWARDS module is being rewritten. This topic will be updated accordingly

This is for awards with age or length of employment based. If your awards are grade or
class based, there is no need to set-up this screen.

When entering the Pay Calculate screen, the succession “rule” is tested. |[f fulfilled, the
employee is moved to the new award and the operator notified via the Anniversary/Warning
screen.

The conditions for Award succession are either on the birthday or commencement:

e The Age condition represents the age just reached to fulfil the requirement to succeed to
the next award.
e« The Commencement condition represents the number of days or months after the

employees commencement date triggers the succession to the next award

These increment conditions work with a system setting that will either succeed the employees
during the payrun the conditions are met or in the following payrun

This condition is set-up when your system was first set-up and can only be changed by
Accrivia Support.
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There is a [CHECK] function which runs a check of the succession rules against the Employee
Maintenance files and provides a report on which employees can move awards.

[~ Award / Age Check as at 19/08/2011 x|
Award £ Age Check az at 1940942011 ;l

MIMA (21, 17/06/1330) Comnmed @ 25/03/2009, Curr Award = "LEVEL 1-20¥R5", Suggested : "LEVEL 1-21+"
END OF CHECK

-]

Ciip Brd | 1 Dore |

Related Topics:
See "Awards Module" on page 91

See "Auto Award Succession" below

Auto Award Succession

PAYROLL | FILE MAINTENANCE | AWARDS | AUTO AWARD is where Award succession can be
manually run, rather than as part of the Payroll Calculate process,and where employees can be
checked to see if they are on the correct award according to the succession rules.

i
By Employee: | Motes |

[ Select Companie:

" Group

& ndviduct [BONDI ||

|Cnde |Fi|st Mame |Sumame ‘Billh Date (C d [Casual C ‘!Awald From Award To Conditi |Updale\ﬂ
ﬂ MIM& NINA REHRMANN  17/06/1990 25/09/20039 LEVEL 1-20%vRS | LEVEL 1-21+ Birthday cd

=

| Click UPDATE to make changes. Details of changes can be viewed on MOTES screen. J Update I

1. Select the whole Company or the division (individual) that need checking and press tab.
2. Listed will be any employees who are able to move up an Award. To have the system do this
automatically, press the [UpDATE] button. The Employee’s award will be changed and the

changes logged on their file.
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You may wish to run a backup before running this process

Related Topics:
See "Awards Module" on page 91
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PROCESSING A PAYRUN
(CALCULATE)

Payrun Calculation Overview

There are a number of steps to processing a payrun; some of these are dependent on what
modules you have installed.

The essential Pay Run steps are:

1. Review/Update employees if required e.g. change of bank details, pay rates etc

Review Updated Awards (if applicable)

Back up System

Process Timesheet data (if applicable)

Start Pay Run in Pay Calculate

Default pay defaults (as per Employee File) and Timesheet data
Make changes and enter additional pay information as required

Produce payment (EFT file, cheques)

L 0 N o U A~ W N

Produce Payslips (email, print)

[y
©

Produce reports as per your reporting requirements

[y
=

Update the Payrun (this closes the payrun and updates Accrivia)
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System Settings Employee File Awards Module Timesheets Calculate

#Pay Types add/update Maintenance *Review +Import from external file #Default timesheets data
s of leave «Add new Employees *Update *Default from
+Tax rates (EOY only) «Update Employe +Add Award/Employee defaults
sBank accounts s5uccession +Edit time: ] ; where required
=Rates =Run reports
=Awards +Produce payslips

sAddress *Produce bankfile

See "Timesheets" below

See "Payroll Calculate" on page 115

Timesheets

The PAYROLL | TIMESHEETS Screen allows employee time and attendance information to be
keyed in or loaded from an external source.

Time and attendance data can be loaded from a number of file formats:

e Excel
¢ XML

e Customised

In the TIMESHEETS screen, date ranges are viewed and edited. When committed, the time
entries made are stored against their dates. The date range loaded, or in view, is NOT saved as
its own separate timesheet or file as part of the commit process.

When the timesheet data is loaded into the PAvroLL | CALCULATE screen, it is loaded based on
the week-ending date. Any timesheet dates committed within that weekending date range will
be loaded. If no timesheet dates have been committed, then no timesheet data will be loaded
for payment. If only some of the dates in the range have been committed, then only those
dates with be loaded into the payrun.
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Payroll Settings

Employees must have the “timesheet” option ticked in their set-up screen the Employee File
Maintenance Screen in order to be able to enter timesheet hours.

For timeclock users they need to also be identified via the PAYROLL | EMPLOYEE FILE
MAINTENANCE - More Details - Others Tab.

Select Timesheet Parameters

On the PAYROLL | TimESHEET | Selection Criteria Screen select the week ending date, or if you
process fortnightly, the fortnight end date. The week starting date displayed will be automatically
adjusted accordingly.

If the weekending date selected is not in-line with the Payroll system settings a warning will be
given before you can proceed.

X
Week starting date is: 01/08/2012
Choose the week ending date I /082012 j

Click on open ta apen the timeshest without loading or defaulting.

 Open |

0OF Select a Branch to load or default all employess who belong
ta that Branch...

() Qef#Loadl X Cancel |

o To enter a new timesheet period without loading any defaults select the week ending date
and click [OPEN]

e To enter a new timesheet period using default start finish times from the Employee
file/Awards, select the employee Entity from the drop list and click [DeEr/LoAD]

e Awarning message will be displayed if attempting to load defaults for an already com-
mitted timesheet period.

¢ To load timesheet information from an external source (XML, XLS), select the week ending
date and click [OPeN]. Then once in the Payroll Timesheet screen click [XML] or [XLS] and
select the file to import.

If your system automatically downloads files from an FTP server, the server will check for any new

files to be downloaded before showing the list of files to be imported. You may need to patient with
this process.

The location of the import folder is in maintained in FILE | SYSTEM | SETTINGS
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Timesheet Processing Screen Overview

Defaulted Time Data

Timesheet defaults are produced for each date, reflecting the default hours applicable to that
employee’s Award and/or the employee’s personal defaults. This screen provides full edit
capacity for job costing, department allocation and leave taken.

The Timesheets are generated by clock times, and requires on/off times to calculate the
conditions that automatically creates payroll entries.

Loaded Time Data

Times are loaded from external source. Can be XLS, XML, CSV etc. Which can then be edited as
required

Screen Overview

To review the overall entity totals select the entity required from the ‘tree’ at the left of the
screen. Employee Summary totals will be displayed to the right, along with entity totals.

g =
E- DEMO PTY LTD [2000] X '
SERVICE Showing Details For: CONTRACTS
B 1&T
1 CONTRACTS |Pay Type [Total E’
-~ CHARM [MATT CHARMN HHUUHLY 240.0000
CHARMD [DAVE CHAR
- COXE [TRA&Y COXE]
-~ ELCOTT [DaM ELCOTI
2400000 ~
-~ HOPKINSON [Gary HOI =
- MACCA [DAN MACCA)  Employee Summary Totals
Emplopee Company ‘Tolal |ﬂ
B[ CHARM CONTRACTS 40.0000
_|CHARMD CONTRACTS 40.0000
_|CO<E CONTRACTS 40.0000
_|[ELCOTT CONTRACTS 40.0000
_[HOPKINSON CONTRACTS 40.0000
| |MACCA CONTRACTS 40.0000
11 I @l =

Details  Motes | Group Companies ML (D DeffLaad
Status: Full Time |Pay Type Total |ﬂ Persanal Hrs Entitied .
& Clear Emp gf Clear &l
Ci o 24/01/2000 » ‘?4' ;I
emmence J Huoliday Hrs Entitled I 18,4815

Auard: W Camit
Emp Class: QUALIFIED RDO Hrs Entitled | 0.0000 ™ HrmmTimes
) pp—
Depattment: SALARIES 0.0000 ;I Long Service Hrs Entited I 0.0000 ﬂl [~ Shaw Al
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Status Selected Employee’s status Full Time, Part-time etc
Details Commenced | Date commenced status type
Award Connected Award name

Emp Class Employee Class

Department |Employee Department

Notes View of the Employee File Maintenance Notes Tab
Group ..
. Groups employees at Company level rather than divisional/store level
Companies
Paytype Paytypes calculated as result of timesheet hours for employee
Total Total of hours by pay type and overall total. Updates as timesheet

lines are altered for the employee

Accruals | personal Hrs

. Personal Hours as at last payrun
(view only) Entitled

Holiday Hrs
Entitle:; Holiday/Annual leave hours as at last payrun
RDO Hrs
RDO hours accrued as at last payrun
Entitled )

Long Service

LSL hours accrued as at last payrun
Leave Hours pay

Processing| : To load timesheet/timeclock data from an external file

Options

*This button may vary depending on your system settings

Loads previously committed timesheet data for a division or defaults if
not done already

Producesreports of rules that have been engaged as part of the awards
rule processor for the data in the timesheet that has been loaded.

[T hhimmTimes | Exception report options. Display time in hours and minutes, show all
[~ Show &l employees

Clears all the time data for the selected employee

Clears all timesheets data for all employees

Commits (Saves) the current timesheet entries.

*Not available once timesheet has been paid.

Related Topics:
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Related Topics:

See "Days of Leave" on page 86

Employee Timesheet Screen Overview

To see an individual employee’s information, click on their code on the ‘tree’ on the left. Details
can be viewed in two ways via the Tabs, Entry and View

7 Payroll Time Sheet - |E| 5[

- DEMO PTY LTD [2000]

- SERVICE Erty |view |
B IAT [pate  [Day |Public|Persenal [Annual|[RDO |Other |standard Lunch[Day Award |
2 CONTRACTS M B 01082012 Wednesday | [ r r - v
- CHARM [MATT CHARK [on [ Job No[Section No[Dept [Award  [Other  [Comment [De
CHARMD [DAVE CHAF ﬂ 07-00 15:30 i

- COHE (TRAY COXE)

L. ELCOTT [DAMELCOTT
- HOPKIMSOM (Gary HOI
L MACCA [DAN MACTCA)

i

4

02/08/2M2 Thursday
03/08/2012 | Friday

| 06/08/2012 | Monday
| |E07/08/2012 | Tuesday

e
(|
(|
L
KUK

J |

Detals = Motes [T Group Companies ML | (3 Def/Load

Status: Full Time |Pay Type Tatal ‘ ﬂ Perzonal Hrs Entitled I 51060 ‘? — | aé _—
Ci - 30/06/2003 M|HOURLY 40.0000 2 || B
OmmEnce J Holiday Hrs Entitled I 80850

1

[[w]

Aumard: AP3) CONST o Commit |
Emp Class: APPRENTICE RO Hrs Entitied | 20000 = HrmmTimes
; Ercepti -
Department: WAGES 40.0000 LI Laong Service Hrs Entitled I 2.3049 M I~ Shawal

TIME SAVER —to move quickly to a specific employee, enter the first letter of the
surname on the left hand side panel to skip right to that section.
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Commenced: 30/06/2003
Award: AP COMST
Emp Clazs: AFFREMTICE
Department: WAGES

(M HOURLY

T
40,0000

40.0000 ~ || Long Service Hrs Entitied | 3.3049

Holiday Hrs Entitled I 80850
RDO Hrs Entitled I 2.0000

R
- DEMO PTY LTD [2000] iy Vew |
-SERVICE
I&T Group By
CONTRACTS {* Date " JobNa = Department |
CHARM [MATT CHARK |Eln OFF |Juh No |Sectiun No|Department |Slalus|TotaI ﬂ
CHARMD [DAVE CHAR 7:00:00 AM | 330:00 PM 5.5000
COxE [TRAY COXE] 02/08/2012 | 7:00:00 AM_| 3000 PM 85000
EEEF'DnJr«Is[DDr?NGELEﬂTD} 03/08/2012 70000 &M | 33000 PM 5.5000
MACCA [DAN [M:'gm] 05/08/2012 | 7:00:00 AM | 3:30:00 PM 5.5000
| o7/08/2012 [7.00.004M | 3:30:00 PM 8.5000
1] I m =l
Details  Motes [ Group Companies ML @ Daf.fLoadl
Status: Full Time ‘F‘a}l Type Tatal Persanal Hrs Entitled I E.1060

aé Clear Empy c'f Clear &l |

J Commit |

E i [~ hk:mmTimes
4“3" 0 1= Showal
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Date Date
Main
Da Day of the week
Line y s hid
Public Tick if Public Holiday *Auto ticked if using Days of Leave
Tick if Sick Leave day — for other types eg, carer’s leave, do not tick, use
Personal
Other field
Annual Tick if Annual Leave day
RDO Tick if RDO
Other Drop down list — select different pay type to be used than normal. Eg
Carer’s Leave
Standard
andar Tick if standard lunch break taken
Lunch
Day Award |Select different award if applicable
Total Totals hours for day
S_Ub On Start time — clock on
Line
Off Finish Time — clock off
Total Total hours in decimals — auto calculates or overwrite if known, “off” time
will be automatically adjusted
Job No Select job number if applicable
Section No |Select Section number if applicable.
Dept Select different department if applicable
Award Select Different Award if applicable
Other Select different pay type e.g. Carers Leave
Comment |Memo field if required
Day Before |For shifts that cover two days (cross over midnight)
Day After |For shifts that cover two days (cross over midnight)
Clocki
ey Shift Code eg. A for Afternoon
Status
Run No Waste Management Industry specific field
Total
Total time displayed in hours and minutes.
(Time) piay

See "Customising the Timesheet Screen" on next page

See "Timesheet —How to Edit/Enter Employee Times" on next page
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Sub Line columns can be moved around to suit your specific requirements — use your mouse to
click on the Name at the top of the column and drag it across to where you would like it to be.

e.g. If Day Before & Day After are not used then move those columns to the end of the
screen to save having to move across them to other fields each time.

The Pay Calculation screen can be customized in the same way

1. To seeand edit individual clocking times, click on the + on the date line. Times can be altered
as required;

a. Notetimes arein a 24 hour format.

2. The Clocking Status signifies any additional clocking information that was associated with
that time clock (eg ‘S’ for shift supervisor) and can also be entered / altered manually.

3. Ifentering a shift that crosses over midnight:

a. Endtime=23:59 (so alter start to be 1 minute early)
b. Add 2nd line for 00:00 till finish time. Tick “day after” to make it connect to the pre-
vious line for calculation purposes.

4. Once aline has been edited it changes to blue for easy reference.

5. Toadd a new line/day press the INSERT key. It is vital that the correct date is entered before
drilling down to the details sub line.

6. When any required alterations are complete, to save the timesheet information click the
[CommiT] button. There is no limit to the number of times you may load and view/edit the
timesheets.

a. Details can be cleared if you do not wish to commit the changes made. The Time-
sheet screen cannot be closed without committing or clearing.

b. Oncetimesheets have been paid as wages, these timesheet dates are locked and can
only be viewed, not edited or deleted. The CommIT button is no longer available.

7. Proceed to to complete the pay run.

Related Topics:
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See "To Re-default a Timesheet Load" below

See "How To Load Previously Committed Timesheets" below

How To Load Previously Committed Timesheets

To reload saved timesheets, click [DEF/LOAD] and select the appropriate dates required.
An exception report will appear to warn of employees timesheets calculations that do
not comply with the Award conditions for that employee.

If the timesheet period has already been processed via the pay calculation screen, there
will be no Commit Button available once loaded. You will be able to view, but not make
any changes

Edit if required. Click [CommiT] to resave the timesheets.

Proceed to PAYROLL | CALCULATE (Calculate Pay Run) to complete the pay run.

To Re-default a Timesheet Load

In the scenario where a user has entered timesheet information for some employees (without
defaulting or clearing the default), then committed, you can reload the defaults for the
employees with no times against them.

1.
2.

Hold down the CTRL key whilst clicking on the [DEF/LoAD] button.

A confirmation message will be displayed. Click [YES] to continue
x]

@=% 'You have elected to default all employees who have no times currently stored in this timesheet timeframe.
/.-I This will indude re-defaulting any employees where you've removed their defaulted times previously and saved. Continue?

Mo

Employees with times will be unchanged. Those without hours will now have their
default hours loaded.

Continue with editing as per normal

It is recommended that this process is run under the guidance of Accrivia Support

Payroll Calculate

Actual payruns are loaded, processed and posted to history in the system, through PAYROLL |
CALCULATE screen.
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Start the Pay Run

1. Select PAYROLL | CALCULATE.

2. Select the entity/cashbook group this pay run is for and enter the ‘period ending’ date for
this pay. Click [OK].

3. The default week ending date is calculated by ‘Payrun Days’ specified in the FILE-SYSTEM-
SETTINGS - PAYROLL Tab. This can be over-typed if necessary. This date will appear on the
Payslips as the week ending date.

4. The reminder/warning window will notify of any employees who have moved to the next
award based on the Award succession rules and any anniversaries and qualification
reminders.

1. This can be copied to another document by using the CLp BRD button

5. Click [DoNE] to move to the Pay Posting screen.

/. Payroll Anniversaries/Warnings il
Birthdays ;I

ROBERT MEMWEBIE's bithday was 4071974, 37 pears old

Commencement Anniversan

MATT CHARM started 30/06/2003, 8 pear/s with company
ROBERT MEWEIE started 0440772011, less than one yeards with compary

|
Clip Brd | 1 Dere |

Payroll Calculate: Select Employees

To access the employee selection screen and to load default pay settings and timesheet data (if
applicable) for the period, click on [DEFAULT].

It is possible to select all employees, or you can choose only those paid on hourly, weekly,
fortnightly or monthly or salary basis (or a combination). You can also select unique employees for
the payrun.

Page 116



T
Select the emplopees frarm the list [click.
contral+click ar uze the group select option)

Timesheet End D ate |1 B/08/2011

V8l |
W Salary |
OB Y = 4” Heriy

DAN MRCCR x Clear |
ROBERT NEWBIE
Select Only—
All

 wieekly
 Fartmightly
" Monthly

o OK | X Cancel |

Timesheet End .
Date Defaults to date entered upon starting payrun.
Selects all Employees or All employee as per the Payment
Buttons|All > y R : Y
Frequency selection
Salary Selects only Employees with Salary ticked on the Details tab
Hourly Selects only Hourly Employees ** redundant functionality
Clear Unselects all Employees
Select Onl
. 4 Select by payment period in conjunction with the buttons
section
OK Click to confirm selection
Cancel Click to cancel out of screen and make no changes

1. By holding down the [CTRL] key and clicking on an employee, you can select only the
ones you require for payment of wages in this pay run (click them again to deselect an
incorrect selection).

2. Click [OK] when your selection is complete and the system will load the employee
defaults and timesheet information. Timesheet information will be processed through
the “rules” processor as defined on the award the employee is linked to. To view rules

that have been broken/not fulfilled, click the [ExcepTioN] Button for a report.

Example

To select only fortnightly employee

Select Fortnightly in the 'Select Only' Section
Then click the ALL button
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After loading you are able to remove any employee who has been selected for payment by
mistake.

Locate the employee in the payrun using the navigator buttons; click the [CLR EMP] Button
and type “Yes” when prompted.

Next Step:

See "Payroll Calculate Details — Payrun processing" on page 125

Related Topics:
See "Payroll Calculate Screen Overview" below

See "Employee Details Tab" on page 39

Payroll Calculate Screen Overview

In the screen actual payruns are loaded, processed and posted to history in the
system.

The screen can be broken down into three sections:

o Header - Employee Payrun Information
o Pay Details - Processing tabs with individual payrun elements

e Footer-Company Payrun Totals and Payrun Actions
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/% Pay Posting - CONTRACTS 10l x|
Employes [HUNTER | - | Hl s 0 GrossncRDO | $1.248.00 ADO| Gross [ $1.246.00
E::r; ROE HUNTER [Deffiste: $33.6536] Hoursl 0 Entitlements | RDO Hrsl Tax I $305.00
Super Amaunt $121.14 Iax:elr.ijndsfl 1 ?—‘-Spslif_nunﬂjna Bz Haliday Hrsl AT.AD I $0.00
Super Rate 9 Personaloflﬁagﬂ I 1 Select colurmn to group by—l Personal Hrsl Netl $1.041.00

" Dept (+ PT " Job Mo

Fays |Timesheal| Terminalinnl

Job No |Secl NulDepaltmenllStalt Dale‘End Date |Division |Houls!KM|Hala |Amounl |Awald |Hls:Mins Comment |ﬂ
SALARIES CONTRAC 1.0000 $1346.0000  $1.346.00

2 fi K ending:[16 fug 2071 6,997.27 = 3
2y r%m or week. ending: | 16 Aug Total Gross| # @ | 2 Defaut | Feparts |
Payslip Message: Total Tax $1,864.00

£ Befresh | & ChEmp | = thfEFTl

TotalA.T. llDed 142000
A"l Total Net $8,553 27 ﬂl & cral

See "Payroll Calculate Details — Payrun processing" on page 125

Payroll Calculate Header - Employee Information

Displays the defaults and calculations for the employee selected for the payrun in progress

Erplyee CHAR r"| g | > | H| s OGosincROD|  $933% RDO| 43528 Guss| 989987
Name MATT CHARM [DefRate: $19.6000] .
Suard AP CONST Hoursl 415 Enfitlements | ROO Hrsl 18 Tagl $151.00

. Display Option: :
Superdmeurt | 96301 Tan l-Plelr.LTdszl 1 (r‘ Sy & Giop HodayHis| 27682 ATAD| 4075
Super Rate I q Personaloflﬁa[})lﬂ 1 Select calumn ta graup b Persanal Hrsl 1.3846 Netl $756.42

" Dept * FT (" JobNo
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Current Employee displayed. To change type Employee Code, double
Employee Info |Employee
click to search or use Navigator buttons
No, of payment periods for tax purposes. If paying for more than 1 pay
Periods Tax
period, change as applicable
" I No. of payment periods for leave accrual purposes. If paying for more
ccrua
than 1 pay period, change as applicable
Super Rate % Default Super % rate for employee
Amount System calculated $ amount for the current pay
Hours Normal Total of Normal hours from the pay types entered in the payrun
oT Total of Over Time hours from the pay types entered in the payrun
Total Total of all hours from the pay types entered in the payrun
KM’s Total of Kilometres claimed — calculated from applicable pay types
Accruals RDO Hrs RDO Accrual hours this payrun
A/Leave Hrs |Holiday hours accrued this payrun
Personal Hrs | Personal hours accrued this payrun
Gross Inc
Pay Totals 6 Gross pay for employee this payrun before RDO accrual deducted
RDO RDO Accrual $ amount this payrun
Gross Taxable Gross
Tax Tax calculated — can be edited if required
A.T.A/D After tax allowances and deductions
Net Net Pay
If enabled
i[| Click to alter employee entitlements for this payrun
fields/button
Display Summary/
If Summary selected, then Select Group by Column as required
Options Group
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The navigator buttons at the top of the screen are used to scroll through and check each
employee’s details. Tax periods and leave accrual periods can be altered if necessary. The tax
calculated can be overwritten if required and in compliance with the ATO.

Adjusting accruals

If a non-standard accrual rate is required for an employee for that run e.g.. They worked
greater than their normal hours, but auto adjust leave accruals has not been enabled. The
amount of the accrual can be calculated and updated. Double click in the Holiday hours or
personal hour’s field and the following screen will be displayed:

=
ﬁ Accruals E@lﬂ

Hrs Worked  Hrs [n Period
| 5700 | 7EO0 | 7RO00 %

Afleave Hrs: 43846
Personal Hrs: 21923

LSL Hrs: 0.0000

x Cancel / Apply

Related Topics:

See "Payroll: Actual & Accrual Hours and affect on leave accruals" on page 196
See "Payroll Calculate Header — Employee Information" on page 119

See "Processing a Payrun (Calculate)" on page 106
Payroll Calculate Footer - Pay Posting

Displays the overall totals for the payrun in progress, includes a payslip message function and
has the pay roll processing functions.

Pay un for week ending [16 Aua 2011 Total Gross| $8.997.27 @ | 22 petaut | Feports
R = AEBE = =
Payslip Message: Total Tax| $1.864.00 =
S Renesh | i ChEmp | =3 chaserT |
Tatal &.T. All/Ded | $1.420.00
21 Total Met TaEEI T Exception | # Clr &l | # ¢ Wpdate. |
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Company Pay run for week

System generated from opening screen
Totals ending v E . E

Memo field —to be printed on payslip. Click all if the message is

Payslip Message
Y>IR & to apply to all payslip's

Total Gross Total Gross pay for employees in the payrun

Total Tax Total tax calculated for employees in the payrun

Total AT All/Ded Total after tax allowances and deductions for employees in the

payrun

Total Net Total Net Pay for the whole payrun
Processing Back up the current payrun
Buttons

Restore a payrun from backup

Loads the default pay types/timesheets for employees

Brings up the report option screen.

Refresh to bring in new employees added after the payrun
started

Clears all data relating to the current employee

Clears all data relating to all employees selected for the payrun

To produce the EFT/Bank file and/or print cheques.

Produces a report if any Award Rules have been broken with
defaulting timesheet data.

Updates/Finalises the payrun.

See "Payroll Calculate Header — Employee Information" on page 119

The Pay Details section of the Pay Posting screen is where the details of the payrun are defaulted,
entered and edited.

The Details section consists of 3 tabs:
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e Pays -displays the pay types used for the payrun
o Timesheet - displays the timesheet data used to generated the pay types (if using Time-
sheets)
e Termination - additional process to the payrun for calculating Termination entitlements
and taxation
The Pays Tab grid has a number of fields, move around to suit your data entry/reviewing

requirements. Note that not all fields are displayed or relevant depending on your business
structure and requirements.

1 Timeshest } Termination ]
Pay Type |Depallmenl |Slall Date |End Date ‘Hls:Mins Hnuls}'KMlRale |Amnunl |Enmmenl Award |Jnh Mo |Secl No [Entity -
P|FARES CAREBA  WAGES 27/08/2012 2740842012 1.0000¢ $2.8500 $2.85 GREE NONCY SERVICE
o WAGES 28/08/2012  28/08/2012 1.00001 $2.8500 $2.85 GREE NONCY SERVICE
a WAGES 29/08/2012 | 29/08/2012 1.0000 $2 8500 $2.85 GRSE NONCY SERVICE
o WAGES 30/08/2012  30/08/2012 1.00001 $2.8500 $2.85 GREE NONCY SERVICE
WAGES 31/08/2012 31/08/20012 1.0000 $2.8500 $2.85 GR5E NONCY SERVICE
_[HOURLY WAGES 27/08/2012 | 27/08/2012 200 8.0000  $23.7600 $238.08 GREE NONCY SERVICE
o WAGES 28/08/2012  28/08/2012 00 50000  $23.7600 $238.08 GREE NONCY SERVICE
o WAGES 29/08/2012 | 29/08/2012 800 8.00000  $29.7600 $238.08 GRSE NONCY SERVICE
WAGES F/08/2012  3s08/20012 00 8.0000  $29.7600 $238.08 GREE NONCY SERVICE
_[MEAL ALL EBA WAGES 27/08/2012  27/08/2012 1.00001 $9.7500 $9.75 GRSE NONCY SERVICE
a WAGES 26/08/2012 | 28/08/2012 1.0000 $3.7500 $3.75 GRSE NONCY SERVICE
H WAGES 29/08/2012 | 28/08/2012 1.00001 $9.7500 $9.75 GREE NONCY SERVICE il
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Pay Type |Required - stipulates what is being paid

Department| Required - Payroll Department for GL posting purposes and reporting

Enter manually if required e.g. Annual leave
Start Date . . .
Timesheet Users - will be auto generated from Timesheet Data

Enter manually if required e.g. Annual leave
End Date
Timesheet Users - will be auto generated from Timesheet Data

Hrs:Mins Display field only - shows time has hours and minutes not decimal

The quantity of the pay type being paid - enter as decimal eg.3.5 for 3 & 1/2
Hours/KM .
ours

- Defaulted from the employee file, the award (if applicable) or the pay type
ate
used. Can be overwritten if required

Amount Auto Generated. Hours/KM x Rate

Enter a comment if required. Can be auto generated from the Time-

Comment
sheet/Award Process
Awards - Displays Employee's award used for the pay type generated. Can be
wari

Module changed
Jobs :

Job No Generated from timesheet process or can be manually entered
Module
Jobs :

Sect No Generated from timesheet process or can be manually entered
Module
E/Iay ot Entity Defaulted from the Employee File. Can be changed via drop down if

e ntity _

displayed required.

Related Topics:

See "Terminations Overview " on page 140
See "Timesheets" on page 107

See "Payroll Departments" on page 67

See "Payroll Types (Pay types)" on page 68

1(eg Branch/Company/Store/Division)
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Payroll Calculate Details — Payrun
Processing

After loading the employee entries by the default option you can check and make any
adjustments required.

Entries displayed in the Pays Tab may be sorted by Summary or Group in the ‘Display Options’
box, in addition to Dept, Pay Type or Job No in the ‘Column to Group by’ box.

Standard Entry (not using Timesheets)

If necessary, Edit Pay Details on the Pays Tab to reflect any shift allowances, overtime, holidays
or other events that may affect work entitlements or wages for this week that have not been
accommodated by loading the defaults.

To enter details of hours worked in other departments, or hours classified by another pay type
(such as holidays/sick leave etc.), select a payroll department and the appropriate pay type
from the dropdown lists and enter the hours applicable to each type. You have the option of
entering the Start and End Dates applicable to each entry, to enable accurate tracking of
employee days off etc.

/. Pay Posting - CONTRACTS - ||:||1|
Employes [HUNTER Hl 4| > | Hl s | 0 Gross IncRDO | $1.345.00 RDO | Gross | $1.346.00
:j;':j B3 U] (1eliiets s Hours 0 Entitlements | RDO Hrs| Tax[  $305.00
. Dizplay Option: B
Super Amount $121.14 Iax:'elr.:jods; |—1 rr Y m Holiday Hrsl ATAD I $0.00
Super Rate I g PE[SDna|D.-']IHagD 1 r?gle[g:é;:tolum(r;mp%roup b(" Job o Persanal Hrsl Netl $1.041.00
Pays |Timesheet| Terminationl

Job No |Secl N0|Depallmenl|5lall Dale|End Date |Division |Houls!KM|Hale |Amounl |Awald |Hls:Mins C t |ﬂ
SALARIES CONTRAC 1.0000 $1346.0000  $1.346.00

Pay run for week ending:|15Aug 201 TotalGrossI $8.997.27 £z @ 123 yafault | By Reports |
) 2 | | AB 2 =y
Payslip Message: Tota|Tax| $1.864.00
2 Rehesh | & ChiEmp | 3 Cha/EFT
Total &.T. All/Ded I $1.420.00

& Chal |

Exception |

Total Netl $8.553.27
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Entry for Timesheet/Awards Users

Check to see if the defaulting process has imported the correct timesheet date range. Asummary
of the timesheet entries generated this payrun may be viewed by selecting the Timesheet Tab in
the Pay Calculate screen.

If necessary, Edit Pay Details on the Pays Tab to reflect any shift allowances, overtime, holidays or
other events that may affect work entitlements or wages for this week that have not been
accommodated by the Timesheet import and the application of the Awards Rules Processor upon
loading.

=0l ]
Employee [CHARM r’| < | > | H| kms|  OGrossincRDO[ 933335 RDO[ 93528 Gioss|  $B9BE7
e o e (e ISEOET o  [TTHS Entitements | ROOHs| 18 Ta| 15100
Superdmount | $6901  TaxPeiods | T r?iSDS'?;n Eg{'j”m Holiday His| 27632 ATAD [ 34875
Super Rate I—S pe[sonl‘;‘lof;h%agé 1 I'?_n_elect column ta group by—‘ Perzonal Hrslm Met Iw

Dept &+ PT ™~ JobHo

Pays  Timesheet | Tetminationl

Date Riange |10/08/2011 x| o [18/08/2011 |

Date |Puhlic|FIDl] |Day Award |Tolal | |Day |Sick |Annual|5landald Lunch|l]lher | ﬂ
Miosez2onn O T 95 8 Wednesdsy [0 [T v
i3 |Tolal |Joh Mo |Seclion No|Dept |Awald |l]lhet |Eom|1
E 10
A
oo T T 8/E | Thursday r - v
hzomaon T T 8/ Friday r - v
sz T T 8/E | Monday r - v
| temaeon | T T 8[| Tuesday r - v
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/. Pay Posting - CONTRACTS - ||:|| ll
Employee [CHERM Hl 4| > | Hl K| 0GrosslcRDO| 393335 RDO| 43528 Giose| 369867
Mame MATT CHARM [DefRate: $19.6000] .
fard AF CONST Hoursl . 41.? Entitlements | ROO Hrsl 18 Tax I $151.00
Super Amount | 96301 TasPerods | 1 r?lsﬂiym?nf['ﬁné G Holiday His| 27692 aTam [ #4875
Holiday /
Super Hatel 9 Pe'sonaloflﬁalf)lrlﬂ 1 Select colum(r;topgrroup by—‘ Persanal Hrsl 1.3846 Netl $796.42

" Dept " Job Mo

Pays |Timesheet| Terminationl

Pay Type |Joh Ho |Secl N0|Depallmenl|5lall Dale|End Date |Division |HoutstM|Hale |Amounl |Awald |Hls:Mins|l'_‘ t ‘ﬂ
MIFARES NO CAR j WAGES 1040842011 10/08/2011 COMTRAC 1.0000 $17.5500 $17.55 4P3J CONST
a WAGES 11/08/2011 11/08/2011 | CONTRAL 1.0000 $17.5500 $17.55 4P3J CONST
a WAGES 12/08/201112/08/2011 | CONTRAL 1.0000 $17.5500 $17.55 AP CONST
| WAGES 15/08/2011 15/08/2011 | CONTRAL 1.0000 $17.5500 $17.55 AP CONST
WAGES 16/08/2011 16/08/2011  CONTRAC 1.0000 $17.5500 $17.55 4P3J CONST
_|HOURLY WAGES 1040842011 10/08/2011 | COMTRAC 8.0000 $19.6000 $156.80 AP3) CONST 800
a WAGES 11/08/2011 11/08/2011 | CONTRAL 8.0000 $19.6000 $156.80 AP3) CONST 200
a WAGES 12/08/201112/08/2011 | CONTRAL 8.0000 $19.6000 $156.80 AP3J CONST 2:00
| WAGES 15/08/2011 15/08/2011 | CONTRAL 2.0000 $19.6000 $156.80 AP3J CONST 200
WAGES 16/08/2011 16/08/2011  CONTRAC 8.0000 $19.6000 $156.80 AP3J CONST 8:00
HOURLY 1.5 TIME WAGES 1040842011 10/08/2011  CONTRAC 1.5000 $13.6000 $44.10 4P3J CONST 1:30
_|MEALALL EBA WAGES 10/08/2011 10/08/2011 | CONTRAL 1.0000 $9.7500 $9.78 APA CONST
a WAGES 11/08/2011/11/08/2011 | CONTRAL 1.0000 $9.7500 $9.75 AP CONST
| WAGES 12/08/2011 12/08/2011 | CONTRAL 1.0000 $9.7500 $9.75 AP3) CONST
| WAGES 15/08/2011 15/08/2011 | CONTRAC 1.0000 $3.7500 $9.75 AP3) CONST ﬂ

Pay run for wesk ending: [16 Aug 2011 | 8.997.27 5 :
2 1un for week encing:| 16 4ug Vit B ¢ | @ | 123 Defaul | Fieports |
gl bz Total Tas] $1,864.00

Total A.T. Al/Ded | $1,420.00

£ Refresh | ¢ ChEmp | = tha’EFTl

Al Tatal Net 55T Exception | ﬁcmn | ssgpdatel

Note
When entering manual lines or adjusting existing lines in the Pays Tab — use the I to
move off the line after entry which ensures the changes are saved

If a termination pay is included in this pay run, click the Termination Tab to include the details
of the termination (refer to Payroll Termination section for details of the process).

At any stage if needed the payrun details for an employee or the whole payrun can be cleared.
This may be necessary where details and timesheet data may not have defaulted correctly and
you wish to start again after correcting the timesheets/employee set-ups etc

e [CLR ALL] will completely clear all pay details for all employees and you will have to start

from the beginning again.

o [CLR EmP] to clear all the pay details for the employee displayed.
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Related Topics:
See "Terminations Overview " on page 140
See "Timesheet Processing Screen Overview" on page 109

See "Employee - Defaults Tab" on page 58
Producing The Payments (CHQ/EFT)

1. To produce the EFT file(.aba file) and/or print cheques click on the [CHQ/EFT] button.
2. Enter the Release Date for payments
3. The EFT (.aba file) must be produced first
1. Click on the [EFT] button. The system will search for and select any employees set-up
for EFT Payments.
2. Typein afile name for the bank file to be saved as, and a EFT File will be generated for
use with your Banking Site. Take note of the save location for uploading later.
3. When the .aba files is generated you will be notified of the number of entries and the
total S amount. If all employees are being paid by EFT, then the Net amount of the

payrun should match the $ amount

When selecting an EFT payment to generate, you may be given an option of
combining multiple. aba files. Select ‘Yes’ if you wish to combine file.

You will be prompted to search your files for the .aba file you wish to append
to. Select the file, and if the bank accounts are identical, your .aba file will
append. If the company bank accounts are different, this file will not be
appended

4. Ifthere are employees requiring Cheque payments
1. Click the [CHQ] button to assign cheque numbers for those employees receiving
cheque payments.
2. Enter the starting cheque number. Click on the [CHQ] button. The system will allo-
cate consecutive cheque numbers to all employees who have not already been

selected for EFT payment or are set up to be paid by Cash.

If the [EFT] button is not used first, all employees, except those requiring cash payments,
will be assigned cheque numbers. If any are then selected for EFT, the cheque numbers will
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not updated, leaving a list of non-consecutive cheque numbers to be used for other
payments.

Related Topics:
See "Employee - Banking Sub Tab" on page 47

Payrun Reports

Click the [REPORT] button to view/print Payroll Reports and Pay Slips

[l Payroll Report Selection x|

—Report

{* Coinage Distibution
" Payslips

Cash Payments

EFT Payments
Chegue payments
Department - Surmmary
Departrient - Detailed

Emploves - Summary

a Nia e Nia e Nie Nie

Employee - Detailed

| 2 Brirt | F'rexiewl

Page 129



Details the distribution of each coin/note required to exactly make up

Coinage Distribution
each wage

Payslips Prints and/or emails individual Pay Slips for each employee

Details the total amount of each coin/note required to make exact

Cash Payments .
payments to employees requiring Cash payments

Reports the amount of money to be transferred by EFT to each
particular bank and bank account numbers. Can only be run AFTER the

EFT Payments
H .aba file has been generated. If not generated already, you will be
prompted to do so.
Cheque Payments Prints a list of pay cheques to be issued

Breakdown of wages for each company department for the current

Department Summary
pay run

Detailed breakdown of wage for each company department for the

Department Detailed
current pay run

Employee Summary |Summary of all wages paid to Employees for the current pay run

Employee Detailed Full details of all wages paid to Employees for the current pay run

-]
Printing And Emailing Payslips

When Payslips is selected on the Reports option there are additional fields related to emailing
payslips and selecting employees.

To email payslips please ensure that an email address is entered against the employee in PAYROLL
| FILE MAINTENANCE | EMPLOYEE - More Details — Other tab

Note: The system assumes that if there is an email address entered in Employee File
Maintenance that the employee wishes to receive their payslips via email. If this is not the
case, we recommend storing an email address in the Resources tab.

To Email payslips

This step must be done before printing payslips.

Page 130



W Payroll Report Selection x|

Report

" Coinage Distribution

Cagh Payments

EFT Fayments
Chegue paymerts
Departrent - Surmary
Department - Detailed

Emplovee - Summary

o e Tl B Bl B B NI

Ermplovee - Detailed

Starting Employes I
Ending Employee I

| Erint | F'regiewl E b ail |

1. Enterthe starting and ending employee codes if applicable and then click the [EmAIL] but-
ton.
2. The system will automatically start to send emails as per your email settings in Accrivia
1. Please be patient as this process may take time if you have a large number of
employees

3. Do Not Close the Payroll Report Selection Screen before moving on to print payslips

Some Internet providers restrict the number of emails that can be sent from one
account in a short period of time. If you have an error or warning message coming up
about this, please contact your Internet provider for a solution.

Once payslips have been emailed the system is then able to print the remaining payslips.

1. Click on the [PRINT] button and you will get a notice asking if you want to print all pays-
lips that have not already been emailed. when prompted click the [YEs] button.
o Ifthis prompt has not appeared it means that the email option was not run or
that the Payroll Report Selection screen was closed and then reopened.
2. Select the required printer and click [OK]
3. To print All payslips regardless of the employee having an email address, select the

[PRINT] option first and do not select [EMAIL]
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4. Ifthe Payroll Selection Screen is closed after email payslips and then reopened to then print

payslips, all payslips will be printed, even those that were emailed.

When the payrun is updated a copy of the payslips is saved as a PDF file. To locate this file
goto

Related Topics:

See "Employee - Others Sub Tab" on page 48
See "Reverse a Payrun" on the facing page
See "Payrun: Backups and Saves" below

See "System Settings - Emails" on page 1

Payrun: Backups And Saves

Payruns can be manually backed up at any stage by clicking the [BAckuP] L85 button. Payruns
are also automatically backed up every 15 minutes. Ifin the event of system crash, or if you wish to
restore the payrun from a previous point in time, you will be able to access the backups via the

[ResTore] tidbutton. These backups can also be accessed from other computers, not just the
computer the payrun was produced on.

Use the [RESTORE] function when a report or file generation has been missed or needs to be
recreated for another reason. Always [CLR ALL] before exiting the screen, and do not [UPDATE]
when a payrun has been restored for this purpose.

By pressing the [X] in the top right hand corner you will close the pay run down. The
Payrun will be automatically saved. The Payrun saved at this point can only be accessed ON
THIS SAME COMPUTER under the SAME LOGIN.

If re-printing or generating payslips from a restored pay run it is important to note the Leave
Accruals and YTD figures will not be correct.

WARNING: This functionality is to be used with extreme care!

Related Topics:
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See "Payroll: Reproduce payroll reports/EFT file for a closed payrun" on page 194

Finalising (Update)the Payrun

When you are satisfied that your payrun has been executed accurately and the necessary
reports and files have been generated you will need to Update the payrun
1. Click the [UPDATE] button.
2. When prompted type ‘Yes’ (this is case sensitive, must be capital ‘Y’, lower case ‘es’) to
finalise the Pay Run and commit the pay details.
3. You will be prompted to type a reference for how the transaction will be displayed in the
Cashbook. e.g Wages 9 Dec 2012

4. The payrun is now complete.
The Update Process updates the following in Accrivia

e Employee's YTD figures

e Employee's leave accrual balances and accrual tables

e Employees entitlements (if applicable)

e Payslogtables

e General ledger accounts

e Superannuation table (note this is not the Super journal)
e Cashbook

o Job costings (if applicable)

Related Topics:

Reverse a Payrun

Reproduce Payroll Reports or EFT File for a Closed Payrun

Reverse A Payrun

The screen allows you to fully reverse a pay run for a company /
store or an individual employee.

If reversing a company run, it is assumed that you are doing so in the current month, before
any reports / lodgements have been finalised (PAYG, Super, etc) and the reason for the reversal
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is due to the pay run being “entirely incorrect” and needs to be re-done. The reversal date will be as

per the original week ending date.

All the Payroll Module entries will be reversed along with the entries made to the General Ledger,

Cashbook and Job module (where enabled)

For an individual employee reversal, the date of reversal may be specified, and it doesn’t have to

be as per the original date.

To Process a Pay Reversal:

1. Enterthe week ending date and press the TAB key.

2. ldentify the pay run to have a reversal applied (if there are multiples on the one day, the

posted date / time and the companies / stores can be used to identify the correct pay run)

and click [SELEcT].

3. With the drop option, choose to reverse the entire run or an individual employee, confirm

the reversal date if reversing an individual employee, and press the [REVERSE] button.

=10lx]
r—Identify Pay Rur
‘wieek Ending Date IUS.-"DS.-"2D‘I1
D etails Pay Run Value| Posted D ate # Time Divizions | ;I

$9.375.25 20/09/2011 3:40:154M  CONTRALCTS

5

—Select Emplopes:

AEIEE W A | EMPLOYEES M PATRLN]

Reversal Date IUS.-"DS.-'?D‘I 1

Progress:

You cannot reverse an entire company run if a termination was performed in that run, nor
can you reverse an individual if they were terminated in that pay run.

Pay In Advance Function (PiA)

Pay In Advance Overview

Accrivia now has the ability to pay a group of employees in advance for the purposes of Annual
Leave. The PIA or (Pay in Advance Button) auto generates the Annual Leave, RDO’s and public

holidays for a payrun for whole pay periods.
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Before you start

1. Check that all employees are set-up correctly in Employee File Maintenance. Ensure their
State is correct and entered correctly (e.g. Victoria should be VIC)

2. Check Awards are correct - accruals, pay defaults, States etc - Note a ‘blank’ State field =
All States

3. Ensure Paytypes to be default as part of the PiA process are set-up with the "Use PiA"
tick

4. Note the RDO’s and Public Holidays that fall during the pay in advance period and what
State they are applicable to.

5. Note the employees who may not be standard (those on Paid Parental Leave, LSL etc)

The Pay In Advance function can only be applied to a full pay period where the whole
pay period is to be taken as leave.

DO NOT PROCESS TERMINATIONS AS PART OF A PIA PAYRUN!!

Example Pay In Advance Payrun

For the following instructions the pays being processed are weekly, with one week of work
being processed plus one week of Pay in Advance over the Christmas Holiday period. ARDO
has also been included for the example. The standard week ending date is the 20/12/2011 and
the Pay in Advance week ending date is the 27/12/2011.

Days of Leave
Go to PAYROLL | FILE MAINTENANCE | DAYS OF LEAVE and add the applicable leave dates.

Insert the standard days of leave applicable to employees. Select the leave type, date and the
State that it is applicable to. The system will apply the Days of Leave based on the Employee’s
Award and if not on award, then their State on the Employee File Maintenance screen.

Q Days of Leave Maintenance a | @8
Defaudts

Leave Type: |Public Hobday -
Leave Date: | 27122011 -

Leave Type |Dale |5lale | -
| Pubibc Holiday 261272011 ALL
_|Pubbic Holiday 2rN2ram ALL
|_|Fostes Day Off 3n2ram AL
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Pay Types for PiA

There are some paytypes that you may not wish to have defaulted from the Employee Defaults as
part of the PiA process, whilst others will be required.

To have a Pay Type default into Pay Calculate as part of the Default process, it must have the "Use
PiA" option ticked on the Pay Type File Maintenance Screen.

As standard Pay Types are not ticked to default.

Please note that you can set a Pay type to default, but then manually remove from the Payrun
where required.

Deacrglios | Detals ||'qmm.d ""‘I"::"" BL Ac il Dw: dob Mew Dasc uullnllnl.u:lu. ||-¢Frp:-t1p-h-|.-n-+mh
_{AEruantE RE P STV L DEDUCTIOM  AFTER L r r i~
o uiat sapasy B P T C r =4 C
_|CARtRS LEaVE  CARERS LEMVT PRPENT C r C C

CHELD SUPPORT | CMILD SUPSGR T DEDUCTION  AFTER C r rC C
CORPATRIOHATE CORMPATEIBATE LEAVE PaPuERT r r r r
“|Ere_casH PAPMENT r r r r
“|ETP_RDD PAMEMT I [ I
_|ErP_RowwoveR PRYMENT r r r
_|LEAVE ululanG | LEAVE LOADEG PrENT T r r
_|Loss SERAGE LN SERACE LERNVE PauENT r r =] C
_|wiimaa RO G PN T C r r C
| BESEL RDGAT T PRANT C - om | C C
DTME X15 TIE B HAF FHOMENT C r C C
| OTRE = 2 CAMIELE TRIE FATMENT r r r r
|| PUBRIC HOL "W/ PUBKIC HOLIAY WORCED PaYMENT T r r
EPLS:J( HOLIDAY | PLEBHIC HOWUDEY PaMENT i f

Timesheets (If using)

If processing a pay period of actual work along with the pay period in advance pay, go to PAYROLL
| TIMESHEETS and process the timesheet for the pay period worked as per normal.

Process the Payrun

Open the PAY | CALCULATE Screen, enter week-ending as the normal week ending date for the
pay periond of actual work being paid —do not use the date of week/s being paid in advance.

Weekending Date —
Flease select a Branch
-
Flaane enter week ending lor date payments
24102
" DK I X Cancel |

Default the week worked

First of all, you must default the pay period that has been worked first! Default as you normally
would a normal pay period.

Default the Pay In Advance
There is a button on the Pay Posting Screen - [PIA].

Pary rur bor oo erdeey [20 D 2011 Total Grows | Ba| @ Goewe| B e

Faytlip Measage Tkl T """ﬂ ?L‘Em —
Tetd AT ALDed

il Tl esnFin]] som | +oue |

Click the [PIA] button and it will load the PiA defaulting screen. Enter the number of weeks that are
to be paid in advance and tick if you wish the system to include Leave Loading entries (In this
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example we are paying one week of leave in advance.) Select the employees who are to be paid
in advance:

Conbea ——
Select tha enplopest bom e bl fokck
oG 08l B GO L S0

eahis i advancs |1 hzeen

¥ Auto gereste lewe ladkng eniset

o A
' Sike |
F o ey

2 G
Sabett iy
&

Wkl
T Fornaghily
T Moty

o 05| [ Eoron

The Pay in Advance defaulting process will (for the employees selected):

Load Allowance and deduction defaults from EMPLOYEE FILE MAINTENANCE defaults

tab.
e "Payment" Pay Types will only be loaded where "Use Pia" has been ticked against
their set-up.
¢ Increase the tax period quantity by the number of pay periods being paid in advance.
e Increase the Annual/Personal/RDO quantity by the number of pay periods being paid in
advance
e Theannual and personal hours accrued for this payrun will increase accordingly.
o Add the Days of Leave against the employees where applicable
¢ Note that only employees who accrue RDO’s will have RDO Taken applied to
them. Those who do not will have Annual Leave applied to them instead.
e Employees whose State does not match that listed in Days of Leave will also not
receive the holiday
e Add Annual Leave for the pay period against each employee where applicable
e Where an RDO or Public Holiday has been applied, Annual Leave will not be
o Ifthe employee is not entitled to Annual Leave, Annual Leave will not be applied.
e The quantity of leave is based on the employee standard hours.
o Fulltimers on a 40 hour week, will have a quantity of 8 hours
e Where an employee is part-time, the system will refer to the WORK HOURS tab on
their EMIPLOYEE | FILE MAINTENANCE screen and adjust each day.
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e Ifno work hours are listed, it will default to an average per day e.g. 5 hours per day for
a 25 hour week— adjust where necessary.
e Add Payslip comment “ Paid in Advance to DD/MM/YYYY”

e Entries added by this process with have a note in the Comment field of the format “W/E

DD/MM/YYYY”.
e -
S Py Poting - CONTRACTS =l =2
E st [HUNTER o I T 0 Grows b ARO[ 3243205 oo Gooes [ 1245215
m;ﬂmwrulm Doflom M o o, RO Hie T BAD
Swwgmant [ RRH | ImPwox | 2 | | Ll e HodaHu| 6150 (aTan [ WW
= Hadm /™7 || [ Setect coem: Peseradbis] 207 |  Me| s
Supet Flatn Y Rogrnal /RO ) St .:abp?h‘hr' o i ot
Pt | Timashest | Temsnation|
Far Type Depaitment Job Mo | Sect Ho{Sted Date Erad Date | Divigion Houme/ M| Rale Ayt Amard g Mirg | Commerit
A0 I Zran WPE 2T 2T
A8 ARIES AT NN COMTRACTS BOM0  $UEEE  $En 00 WU 27AN1
SALARIES Syigan Fnzaein ConTRarts SO0 guiess g 800 Wi Zrsoery
WOVATED LEASE | SALARIES CONTRACTS 1o ooy §1000m
ERLARIES DAEENN AR CONTRALTS I O 5100008 WE 2T
FURLI. ROLIDATS SELARIES 7 ¥ TR T TR T A LI TRACTS — BOO S ST TR Wi ZTZNT
A RIES N2 225 COMTRACTS BOM0  gmEkE e : 8O0 WE 2TA2N
_JW‘I' SALARIES COMTRALCTS VOO0 $1HE0000 §1.38600
a L
" ]
Py 1 o wessh enacing | 20 Diac 200 Tolal (g 17 TRaE0 E m mﬂﬂﬂ &"Mﬂlil
Panic Mezzage Total Ta 1338200 = ] o ] = Fr|
i L]
Fatdin axdvence bo 2371252011 e L] oy Btk | g Cha'E
| Tetslblat NEMIT Eﬂﬂj_l

It is advisable not to default Casual employees as part of the Pay in Advance process. Pay in
Advance defaults will change the tax periods and therefore the amount of tax withheld for
that payrun.

Areas to review after PiA defaulting

e Overall
e Check the dates — Paid in Advance and Week ending.
e Check the tax period and holiday periods have increased for the PiA employees
e Review the standard pay week defaults
e Review the Payslip comment
o Part-timers
o Days of leave and quantity of hours —do these match their standard days/hours of

work?
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e Casuals
e Ensureno leave is added to them
e Check Tax Periods
e Paid Parental Leave and Long Service Leave
e Check tax periods to ensure not over or under taxed
e Update any defaults if required.
e For Paid Parental Leave only the first pay period will default, if more than one pay

period is required, it will need to be manually adjusted
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TERMINATIONS OVERVIEW

Termination of employees with payments outstanding must be completed via the

option. The calculate screen has been designed to allow entry of all information
relevant to the determination of tax payments and the production of PAYG Payment or ETP
Payment Summary forms required by the ATO on termination of an employee.

To terminate an employee who has no payments outstanding :

See "Termination: No Payment Owing" on page 147

See "Terminations Basics" on the facing page

See "Terminations Checklist" on page 142

See "Pay Types for Pay out of Leave" on page 143
See "When to process the Termination" on page 144
See "Termination Notes" on page 144

See "Employed Prior to 17 August 1993 - Lump Sum A & B" on page 147

See "Normal Termination Process (No ETP)" on page 148

See "Normal Termination With ETP (Type 'O')" on page 151

See "Redundancy/Approved Early Retirement (Type 'R')" on page 156
See "Termination Redundancy: Type 'R' & '0O"™ on page 160

For each type of termination there is a step by step list of instructions. We have made the
assumption that the employee being terminated is under the age of 55 and was employed after 17
August 1993. Terminations involving those scenarios will be dealt with briefly as the end of this
section.

We have also assumed that the employee’s final normal pay has already been processed
and the Termination Pay is being processed separately (is not part of the normal payrun).

Please make yourself familiar with the ATO requirements and contact them or your
Accountant for detailed advice
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Terminations Basics

'R' & '0" Types and Terminations

The Termination screens have been designed to allow entry of all information relevant to the
determination of tax payments and the production of PAYG Payment or ETP Payment
Summary forms required by the ATO on termination of an employee. This includes the new 'R’
and 'O' ETP Codes. The type of termination you select will clearly indicate whether you are
producing a termination payment with an 'R' or 'O’ or both 'R' & '0".

The following table from the ATO Payment Summary lists the payment types and what ETP
Code they are to be allocated to:

Life benefit ETP |
CODE | DESCRIPTIONM

R ETP made because of one of the following:

garly retirement scheme |
genuine redundancy

invalidity :
compensation for

— personal injury

— unfair dismissal

— harassment

— discrimination

8] Other ETP not described by R, for example, golden
handshake, gratuity, payment in lieu of notice, payment far
unused sick leave, payment for unused rostered days off

Comprehensive information along with worksheets and examples of termination pays are
available via the ATO website: www.ato.gov.au or direct link Employee Termination - PAYG
payment summary - employment termination payment

Please make yourself familiar with the ATO requirements and contact them or your
Accountant for detailed advice

Important information regarding Termination instructions

For each type of termination there is a step by step list of instructions. We have made the
assumption that the employee being terminated is under the age of 55 and was employed after
17 August 1993. Terminations involving those scenarios will be dealt with briefly as the end of
this section.
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We have also assumed that the employee’s final normal pay has already been processed
and the Termination Pay is being processed separately (is not part of the normal payrun).

Related Topics:

See "Terminations Checklist" below

Terminations Checklist

It is advisable to have up to date information from the ATO or from your Accountant on hand when
processing a termination. In the case of a complicated termination, please discuss with your
Accountant, Human Resources Consultant, Union Representative or the Fair Work Ombudsman.

The following information is used in the determination of Termination pays. Please check that all
information on the screen is accurate before
completing a termination pay and where applicable the additional information has been gathered.
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Hourly Rate Detail Tab
Default Weekly Hrs Detail Tab
Birthdate Details tab

Commencement Date |Details Tab
Tax File Number Tax Tab

Unused Leave

. Accruals Tab
Entitlements

LSL Taken Pay Types Tab —select ‘Long Service Leave’ with Open dates

L. Resignation, Termination, Redundancy, Early Retirement and
Type of Termination

Retirement
Payout Required Eg Golden Handshake, In Lieu of notice, Severance Payment
ETP Type ‘R'or 'O' or both
Tax Free Amounts In the case of Redundancy or Early Retirement.
Award/Agreement Review for any clauses regarding terminations.
Pay Types Leave payout paytypes with “ T” set-up
System Check Run a system check for payroll errors

Related Topics:
See "When to process the Termination" on next page
See "System Check" on page 19

See "Pay Types for Pay out of Leave" below

Pay Types For Pay Out Of Leave

To ensure accurate handling of various oncosts when processing a termination, the system
now looks for leave pay types with an ‘_T’ and will default to these over the standard leave pay

types

e Annual Leave_T OR Holiday Pay_T

e Long Service Leave_T
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The set-up of a different pay type for payouts, allowing the user to tick or untick various payroll
oncosts, such as Superannuation, Workcover, Payroll tax etc dependent on current legislation at
that time.

Goto . Use the ApD button to add a new paytype and set-up as
required.

If these pay typeS are not set up you will be prompted during the termination run.

When To Process The Termination

It is possible to process an employee final pay along with their termination amounts. It is fairly
straightforward so long as there is no leave being taken as part of that pay period. Ifthere is leave
taken to be processed it is recommended to process the final normal pay separately from the
Termination pay.

If you choose to process both together, then you will have to manually adjust any long service or
annual leave hours that have been taken, or additional hours accrued in the current pay period
(any holiday hours taken should be reduced here and included as for a normal payrun on the Pays
Tab).

Depending on the employees award or agreement, terminations pays are often required to be paid
on the day of termination or as soon as possible. Paying with your normal payrun may put you in
breach of an award or agreement.

Itis possible to process a termination with your standard payrun, but please be aware:

1. Payruns with a Termination cannot be reversed
2. Thetermination can over inflate the value of the payrun and make it harder to determine if
the rest of the payrun is correct.

3. The Termination payslip is archived with the standard payslips.

Related Topics:

See "Terminations Checklist" on page 142

Termination Notes

An Eligible Termination Payment (ETP) according to the ATO is:
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Alump sum payment made in consequence of termination of employment, generally within 12
months of the termination. An ETP can include:

©® N o Uk~ W oRE

amounts for unused rostered days off or sick leave

amounts in lieu of notice

a gratuity or 'golden handshake'

compensation for loss of job

compensation for wrongful dismissal (if paid within 12 months of the termination)

a redundancy payment which exceeds the tax-free limit

payment under an early retirement scheme which exceeds the tax-free limit

an invalidity payment (for permanent disability, other than compensation for personal
injury), and

certain payments after the death of an employee.

Schedule 11 — Tax table for employment termination payments

The taxto be paid on unused leave entitlements is displayed in the ‘Tax Totals’ field at the
bottom of the screen and is automatically added to the ‘Tax’ field at the top of the
screen. Forinformation on how to check this calculation refer to the ATO.

The ‘Tax’ field may be over typed if you have reason to re-calculate the amount of tax to be

paid.

Marginal rate calculation

To work out the marginal rate, you must:

Using the relevant PAYG withholding tax table, work out the amount to withhold from
your employee’s normal gross earnings for a regular pay period.

Divide the amount of the payment by the number of normal pay periods in 12 months
(12 monthly payments, 26 fortnightly payments or 52 weekly payments).

Ignore any cents.

Add the amount at step 3 to the normal gross earnings for a single pay period.

Use the same PAYG withholding tax tables used at step 1to work out the amount to with-
hold for the amount at step 4.

Subtract the amount at step 1 from the amount at step 5.
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9. Multiply the amount obtained at step 6 by the number of normal pay periods in 12 months

(12 monthly payments, 26 fortnightly payments or 52 weekly payments).

If you have not completed the employee’s last pay prior to doing this termination pay, you will
have to manually adjust any long service or annual leave hours that have been taken, or additional
hours accrued in the current pay period (any holiday hours taken should be reduced here and
included as for a normal payrun on the Pays Tab).

If this employee is entitled to leave loading, ensure the correct leave loading pay type is selected in
the drop list, then enter the number of hours subject to leave loading (this will usually be the same
as for the annual leave hours).

Payment for Unused Sick leave or RDO’s are not calculated on the Leave Totals Tab. These
amounts are considered to be an ETP. Forinformation on how to determine ETP’s refer to the
ATO'’s ‘Eligible Termination Payments, a guide for employers’

Employees over the age of 55 (Preservation Age) will have a different ETP tabs. This tab allows for
the entering of the threshold amount and different tax rates applicable. Please contact the ATO for
current rates, threshold amount and age (55 years is only applicable to 2014)

ROOETP Total ETF Detailz

Haours / Amount | 0 | $0.00 Amaount to be paid $20.000.00
Fre July 1933 Component [Untaxed) $0.00
Additional ETP
eq. In Lieu of notice $20,000.00 Paozt June 1983 Component  [taxed) $20.000.00
Eligible Service Period Tax
Mo of days Pre 1 July 1983 0 For pavees 55 ar over the low rate threzhold will apply.

Mo of days Pogt 30 June 1383 2962 Current low rate threzhold $175.000.00
T ax rate for amounts up to the threshold 165

[ ax rate for amounts above the threshold 465

Tax to be deducted $3.300.00
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Fields for lump sum A & B amounts will not be displayed for employees with a commencement
date after 17" August 1993.

If the employee commenced employment prior to 18th August 1993, the Leave Totals tab will
appear as follows:

m Pay Posting - 2000 o= =
Periods Super Hours Accals G |
Employes [APFLE Taf 1| Ratex 325 | Momel| 0.0 This PRlun Totln | 51058 Ine $0.00

14| < || B Accrual’_ﬂ émountlw at 0.00 RDO Hrs 0| 000 RDO $0.00

Marme ERAD APPLE [DefRate: E . Tatal 000 || Aflleave Hrs| 0.000) 7385 Gross $0.00
$3F.0500] Dizplay O ptions — o
" Summary {* Group Khs 0.00 || PersonalHrs| 0000 2954 Tax $0.
Status FulTime Select column to group by E rtitlernents ATAD $0.00
Award (" Deptartment % PapType " Job Mo Met $0.00
Pays | Timesheet | Temination Leave Totals l
Long Service Leave Leave Totals

Accrued after 17 August 1993 129 3465045 Include as Pap Type [LONG SERVICE_T  ~
Accrued after 15 August 1978 24 $8E5.20 Lump Sum A

Total Amourt

Annual Leave $8.643.68
Accrued after 17 August 1933 7846 | $2B6215 Include az Pap Tppe |ANMUAL LEAVE T

Total Tax

$3.809.00

Aocued before 18 August 1933 |0 $0.00  Lurnp Sum &
Annual Leave Loading

Accrued after 17 August 1993 | 73,846 $4E5.88 Include a3 Pap Tppe |LEAVE LOADING -
Accrued before 18 August 1933 0 $0.00 Lump Sum A

Assuming all annual leave hours have been accrued at the rate specified in the Weekly Hours
field in the - Totals tab, Accrivia will calculate the period over
which they have been accrued and determine if a portion of the entitlement is classified as a
lump sum A payment for the purpose of PAYG reporting. Annual leave is determined on a First
In First Out (FIFO) scenario.

If any of the unused long service leave entitlement has been accrued prior to 18t August 1993
you will need to manually redistribute the total amount into its lump sum A or B components.
LSLis to be determined on a Last In First Out (LIFO) scenario,

Termination: No Payment Owing

Where you have an employee that you are no longer paying and wish to stop having them
show in payruns, you can terminate that employee manually.

If you have a large number of employee like this, the Employee Termination screen may be of
use.
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Goto

Tick the 'Show Terminated' option at the bottom of the screen
Locate the employee

Double click in the Terminated Field

Type in the date of termination

Drop down the Terminated Reason list and select the most appropriate reason

N o v s~ w DN

Add a Note to the Notes tab if required
i. e.g. Employee terminated due to not working for 60 days

8. Save the employee

If you wish to reinstate an employee, you can do so by following the above instructions, but
removing the termination date and reason.

This is only advisable where there were no ETP payments previously paid to the employee.
You may wish to add a note on the employee's Note tab explaining the reinstatement

It may be preferable to create a new employee file. To do so, use the Reemployment option when
setting up a new employee.

See "Employment — Quick Start" on page 39

Related Topics:
See "Terminations Overview " on page 140
See "Employee Details Tab" on page 39

See "Employee Termination (Bulk)" on page 88

Normal Termination Process (No ETP)

Normal Termination is chosen for a standard termination where there are no ETP or redundancy
payments.

Please note that if an employee has been entitled to RDO’s, even if they have a zero RDO
balance, you will need to use the Normal (With ETP) termination type (please see
instructions later in the document for this process)

Page 148



1. Goto PAYROLL | CALCULATE
2. Select the Entity
3. Enter the date of the payrun
4.

are happy to proceed
5.

Locate the Employee to be terminated

6. Click on the Termination Tab

If a different date to your normal payrun ,click [OK] when prompted to confirm that you

7. The current system date will default into the termination date field. This can be over-

written as requir

ed.

8. Select the Termination Type from the Drop list

9. Check the Department to record this termination against, change if required

10. Select the Termination Type.

i. Inthis example it is “Normal Termination”

11. Payments will be taxed according to rules associated with the Termination Type selected

and additional tabs will be automatically opened as required

o

S Pay Pasting - 2000

Employes [MORMALTERM

| 4| | B

Mame TOM THOMPSON
[DefRate: $29.9500]

Statuz FullTime
Award

Periods Super

Hourg
Taw| 1| Rates| 325 | Momal|  0.00

Accrual | 1 || Amount | $0.00 ot
Total
Dizplay Options
" Summary (¢ Group [ 0.00
Select column to group by
" Deptartment ™ PayType " Job Mo

Pays ] Timesheet Leave Totalsl

| Temination Date 011 /05/20113

I Pay Department |SALARIES -

Termination Type

I [v Momal Termination [no ETP) I

[ ETF Temnination [Type '

-
-

[~ ETP Bedundancy / Early Retirement [Type "R")

[~ ETP "Other" & Redundancy (Type "R AMD "0"]

)

Aocrualy

(= [E@]=]

This PRun Tot Inc '3"3*; 'D“DC 50.00

n.oo ROO Hrs ROO
000 || AdleaveHrs| 0000 3473 Gross $0.00

Thiz emploves iz ineligible for Lump Sum & or Lump Sum B
payments. [Commenced pozt 17 Aug 1393)

** Press "F1" to access the

online help system for detailed

assistance with termination

Process

Perzonal Hrs|  0.000 | E3.00 Tax $0.00

__enmnens || T2
et $0.00

See "Normal Termination Leave Totals Tab" on next page
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l

Laong Service Leave Leave Totals

Accrued after 17 August 1993 | 34.667 $1,038.27 Include az Pay Type [LOMG SERVICE_T

Papz | Timeshest | Termination

Total Amaount

Annual Leave $4.371.93
Accmied after 17 August 1953 94.73 | $2.83716 Include as Pay Type |4MMUAL LEAYE_T -

Total Tax

$1.508.00

Annual Leave Loading

Accrued after 17 August 1993 34.73 $496.50 Include as Pay Type |LEAVE LOADING

1. Allunused leave entitlements for the selected employee will be shown here. These
hours/rates can be adjusted if necessary.

2. Ifthe employee is entitled to leave loading, enter the number of hours in the field provided.

e Short cut: Double click in the field and it will auto complete with the same number of
hours as Annual Leave.

3. Check that the pay types listed are the ones you use for Terminations with the ' T'

4. Tax will be automatically calculated as per ATO guidelines for the taxing of leave payments on
termination. This tax amount can be adjusted if necessary. It is advisable to review this
calculation.

5. For normal terminations no other information is required. Return to the Pays Tab

ALL fields must have an entry in them to be able to return to the previous tab. If no amount
or entry is required for a field, put a zero in it rather than leaving it blank.

See "Normal Termination Pays Tab" on the facing page
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Normal Termination Pays Tab

=

J® Pay Posting - 2000

MNamne TOM THOMPSON
[DefRiate: $25.9500]

Statuz FullTime
Avward

Emploves |NORMALTERM

| ||

(==l =]

Periods Super Hours Accuals

Tax 1 || Rate z | 9.25 || Normal 0.00 This PRun Totlnc | 5rossIne[ ¢4 371 93

- = ROO
Accrual | 0 || Arnourt | $0.00 a7 0.00 ROO Hre a ROO $0.00
Display Optiores Tatal 000 | AlleaveHrs| 0000| 9473 Gross $4.371.93
™ Summary * Group Khs 000 || PersonalHrs| 0.000| £3.00 Tax $1.508.00
Select column to group by Ertiflements AT.AD $0.00
" Deptartment * PayType " Job Na Met $2.863.93

Pays lTimesheet] Termination] Leave Totals]

Pay Type |Depallment |Stall Date |End Date |Hrs:Mins HourstM|FIale |Amounl |Comment -
ANMUAL LEAVE_T SALARIES 9444 94.7300 $29.9500 $2.83716
LEAVE LOADING SALARIES 94:44 947300 $5.2412 $496.50
ICE_T SALARIES 34:40 34.6670 $29.9497 $1.038.27
4 k
B fi k ending: | 1 May 2013 4,371.93 . s
ay r%m or week ending ay Total Gross $ | G?f | 123 Default | — |
Payslip Message: Total Tax $1,508.00 _
4 Refresh | & CirErp | = tha’EFT|
Tatal &.7. &1/Ded $0.00
Al Total Net wamm | fon| Pis| o | |

Review the Pay types, department, Gross, Tax and Net amounts
Add a payslip message if required

Proceed with the payrun process as you normally would

Run reports, produce payslip

Produce EFT/Cheque/Cash Payment

Confirm that payment has been processed properly.

N ok w DN

[UPDATE] the payrun

Note that Termination payments are unable to be reversed via the Pay Reversal
Process.

Please ensure the Termination is correct and payment issued before Updating the
payrun.

Normal Termination With ETP (Type '0O’)

ETP Termination (Type '0') is chosen for a standard termination where there is an ETP element
and the payment is NOT for a redundancy.
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Go to PAYROLL | CALCULATE
Select the Entity
Enter the date of the payrun

A e

happy to proceed
Locate the Employee to be terminated

Click on the Termination Tab

Select the Termination Type from the Drop list

w 0 N o U

10.
11.

If a different date to your normal payrun ,click [OK] when prompted to confirm that you are

The current system date will default into the date field. This can be overwritten as required.

Check the Department to record this termination against, change if required
Select the Termination Type. In this exampleitis “ETP Termination (Type '0')”

Payments will be taxed according to rules associated with the Termination Type selected and

additional tabs will be automatically opened as required

o

Pays ] TimEShBBtLeave Totals] ETF'[D]]
[ Temintion Date [01/05/2013 | Pay Department [SALARIES -

Termination Type

1§ Pay Posting - 2000 [=][=][==]
Periods Super Hours Aocruals
Emploves [ETFTERM T 1| Rate % | 525 || Nomal 0.00 This PRun Tot Inc GfDSE'Dng $0.00
19| 4| > | p1| | Acona [ T amount | $0.00 ot 000 RDO Hrs o[ zgm0 ROO $0.00
Tatal 000 AL H 0000 5473 G 0.00
Mame EDDEPEHHTangzPSSSD'SED] Display Options okl eave Hrs ross §
: : = Summary &+ Group KMz 000 || PersonalHes| 0,000 | 63.00 Tax $0.00
Statuz FullTime Select column to group by Entilemants AT.AMD $0.00
Aaward " Deptartrient ™ PawTupe " Job No Met $0.00

[~ Mormal Temination (no ETF)

| [v ETP Termination [Type "0") |

-
-

[~ ETP Bedundancy / Early Retirement [Type "R")
[~ ETP "Other" & Redundancy (Type "R AND 0"

Thiz employes iz ineligible for Lump Surn & ar Lumnp Sum B
pavmentz. [Commenced post 17 Aug 1933)

== Press "F1" to access the
online help spstem for detailed
assistance with termination
process

See "Termination with ETP: Leave Totals Tab" on the facing page
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Termination with ETP: Leave Totals Tab

1. Click on the Leave Totals Tab
2. Allunused leave entitlements for the selected employee will be shown here. These

hours/rates can be adjusted if necessary.

{erP)]
Long Service Leave Leave Totals

Accrued after 17 August 1993 | 34667 $1.038.27 Include as Pay Type |LONG SERYICE_T

Tatal Amount

Arnual Leave $4.371.93
Aocrued after 17 August 1993 94,73 $2.837.16 Include as Pay Type |AMMUAL LEAVE T

RDO Accrual in AL ] $0.00 Taotal Tax

$1,508.00

Annual Leave Loading

Accrued after 17 August 1333 94.73 $496 50 Include as Pay Type [LEAYVE LOADING

3. Ifthe employee has been accruing RDO’s, then “RDO Accrual in AL” fields will be
displayed. The amount that is defaulted there is based on your system settings
4. Ifthe employee is entitled to leave loading, enter the number of hours in the field pro-

vided.

« Shortcut: Double click in the field and it will auto complete with the same
number of hours as Annual Leave.

5. Check that the pay types listed are the ones you use for terminations. “_T"

6. Tax will be automatically calculated as per ATO guidelines for the taxing of leave pay-
ments on termination. This taxamount can be adjusted if necessary. It is advisable to
review this calculation.

7. Click on the ETP(O) tab to process the rest of the termination payment

See "Termination with ETP: ETP (O) Tab" below

ALL fields must have an entry in them to be able to return to the previous tab. If no
amount or entry is required for a field, put a zero in it rather than leaving it blank.

Termination with ETP: ETP (0O) Tab

The ETP(O) tab is where the amounts of the ETP are entered that are to be classified as Type 'O’
for Payment Summary purposes
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1. Ifan RDO balance is to be paid out, the balance and $ amount will be displayed here. Review
and alter if required.

2. Ifthereis a zero balance, ensure all $ fields are zero.

Payz ] Timesheetl Termination] Leave Totals |

RDOETP Total ETP Dietaily :
Hours / Amaunt 39 | $1.168.05 Amount to be paid $3.168.05
= Pre July 1933 Component [Untased) 40,00
Additional ETF
eg. In Lieu of notice 42 000.00 Post June 1983 Component  [taxed] $3.168.05
Eligible Service Period Tax
Ma of daps Pre 1 Julp 1383 a For payees under the age of 55 the cash amount is
tawed at the standard rate for ETP. [Including th
Mo of days Post 30 June 1983 2928 h::edic:re fef,jn A e T (Including the

Standard tax rate for ETP 35

Tax to be deducted $9597.94

3. Enter any additional ETP payment into the Additional ETP field
4. Enter the applicable Tax Rate for an ETP. The Amount to be Paid figure above is taxed at this
rate.

5. No other information is required. Return to the Pays Tab

Please refer to your Accountant or the ATO for ETP rates, Thresholds and ETP Payment Type
classification.
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Termination with ETP: Pays Tab

=

I Pay Posting - 2000 ===
Periods Super Hours Arcciuals G ]
Ermplaves [ETPTERM TaH|1 Rat =,| 9,25 || Normal 0.00 Thiz PRun Tat Inc WZEs UAE $7.539.92
— ale = HDD
14| 4| b [Pl ||Accrual| 0| gmount| $10804 all 0.00 RDO Hrs o] 3300 RDO $0.00
Mame TOM THOMPSON Display Opt Tatal 000 || AdeaveHrs| 0000 94.73 Gross $7.539.98
: izplay Options l———
[DefRate: $23.3500]  Summary B G KMle Personal Hre| 0000 | E2.00 Tax $2,506.00
Status FullTime Select column to group by Enttlements AT.AMD $0.00
Award " Deptartment * PayType " Job Mo Met $5,033.98
Paps ]Timesheet] Termination | Leave Totals] ETP[D]]
Department |Slall Date |End Date |Hrs:Mins Hours!KH|Flale |Amounl |Commenl -
AMMUAL LEAWE_T SALARIES S4:44) 94.7300 $29.9500 283718
ETF_CASH SALARIES $2.000.00
ETF_RDO SALARIES 39,0000 $29.9500| $1.168.05
LEAWE LOADING SALARIES 9444 947300 $h2d412 $496.50
| [LONG SERVICE_T SALARIES 34:40|  34.EETO $29.9437|  $1.038.27
4 [ b
P f ke ending: | 1 Mayp 2013 £3.112.44 = Y
ay r%ln or week ending: 1 Tatal Gross k3 | (B | }qzs% Defaul | Reports |
Payslip Message: Tatal Tax $6.270.00
£ Refiesh | & CiEmp | = thﬁgFT|
Total &.T. Al/Ded $0.00
Al Total Net 456,542 44 Eﬁp”| F'”L"| & cral | |

Review the Pay types, department, Gross, Tax and Net amounts
Add a payslip message if required

Proceed with the payrun process as you normally would

Run reports, produce payslip

Produce EFT/Cheque/Cash Payment

Confirm that payment has been processed properly.

N o v o~ w N

[UPDATE] the payrun

Note that Termination payments are unable to be reversed via the Pay Reversal
Process. Please ensure the Termination is correct and payment issued before Updating
the payrun.
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Redundancy/Approved Early Retirement
(Type 'R’)

10.

11.

e

Goto

Select Entity

Enter the date of the payrun

If a different date to your normal payrun ,click [OK] when prompted to confirm that you are
happy to proceed

Locate the Employee to be terminated

Click on the Tab

The current system date will default into the termination date field. This can be overwritten
as required.

Select the Termination Type from the Drop list

Check the Department to record this termination against, change if required

Select the Termination Type. In this example it is “ETP Redundancy/Early Retirement (Type
'RY)”

Payments will be taxed according to rules associated with the Termination Type selected and

additional tabs will be automatically opened as required
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=

S Pay Posting - 2000

(== ]=]

Period Super Hour Accrual G |
Emplayee IF‘EDUNTEF""'I Tax 1/||Rate % 9,25 || Mormal 0.a0 This PRun TotInc foss NG $0.00
|4| < | [ | i-l| Aeerual 1 || Amount $0.00 ot 0.00 RDO His RDO
Mame TOM THOMPSOMN Display Ooti Total 000 || Alleave Hrs| 0000 9473 Gross $0.00
. isplay Optior: T —
[DefRate: $23.3500] ® Gy : ) B KMs 0.00 || PersonalHrs[ 0000 [ 63.00 Tan $0.00
Statuzs FullTime Select calumn ta group b Ertitlemants | AT.4D $0.00
Auward " Deptatment % PayType " Job Mo ‘ Met $0.00

Payz | Timeshest Temination ILeave Totalsl ETP Redundancy [H]I

Termination D ate |E|1 f05/2013 Pay Department ISALAHIE S -* I

—Termination Type

I~ Momal Termination (o ETP)
az Lump Sum A, [Commenced pozt 17 Aug 1993)
I~ ETP Temnination [Typs "'0")

== Press "F1" to access the
online help system for detailed
agsistance with termination
process

| ETP Redundancy / Early Retirement (Type "R")
I~ ETP"Other & Redundancy [Typs "R" AND "0")
™ Invalidity

™ Death

The leawve totals for lnvalidity and Bedundancy are caloulated

See "Termination Redundancy: Leave Totals Tab" below
Termination Redundancy: Leave Totals Tab

1. Click on the Leave Totals Tab

2. Allunused leave entitlements for the selected employee will be shown here. These

hours/rates can be adjusted if necessary.

=

£ Pay Posting - 2000 (o=@ =]
Period Super Hawr Accrnial G I

Employes IHEDUNTEHM Taxl Rate % 525 || Mamal 0.00 This PRun Taot lnc 'DS;DnDC $51.20052
| < | > [ [laconsl [ |amoun [ pa07aaz| OT[ 000 RDO Hrs 0 RDO $0.00
Mame TOM THOMPSOMN Display Olption Total 000 || AdlleaveHrs| 0.000) 9473 Grosz| $51.20053
[DefRate: $29.9500] € Summary * & Group KMs[  0.00|| PersonalHrz[ 0000| 6300 Tag| $2.256.00
Statusz FullTime Select column to group by Entillemants | A T.a0 $0.00
Award " Deptatment PayType " Job No ‘ Net| $48.94453

Payz | Timesheet I Temination Leave Totals | ETP Redundancy [R] I

—Long Service Leave

Accrued after 17 August 1933 I 34 BEF I $1.038.27 Lump Sum

Leave Totals——

Total Amaunt

$4.371.93

—Annual Leave

Accrued after 17 August 1993 I 94.73 I $2,83716  Lump Sum &
ROO Accrual in AL I 1] I $0.00

Total Tax
$1.377.00

Annual Leave Loading

Accrued after 17 August 1993 I 94.73 I $496.50 Lump Sum A
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3. Ifthe employee has been accruing RDQO’s, then “RDO Accrual in AL” fields will be displayed.
The amount that is defaulted there is based on you system
4. Ifthe employee is entitled to leave loading, enter the number of hours in the field provided.
e Short cut: Double click in the field and it will auto complete with the same number of
hours as Annual Leave.
5. Taxwill be automatically calculated as per ATO guidelines for the taxing of leave payments on
Redundancy.

6. Click on the ETP Redundancy R tab to process the rest of the termination payment

ALL fields must have an entry in them to be able to return to the previous tab. If no amount
or entry is required for a field, put a zero in it rather than leaving it blank.

See "Terminations Redundancy: ETP Redundancy (R)" below

Terminations Redundancy: ETP Redundancy (R)

The ETP Redundancy (R) tab is where the payments relating to the Redundancy are entered and
additional ETP amounts are processed

I Pay Posting - 2000

= [ ==

Periods Super Hoursg Accrualz
Employes [REDUNTERM Ta] 1| Rats 525 || Nomal|  0.00 This PRun Tatlng | 5ress e $0.00

1| | BB | Acomal[ 0| Amount | $0.00 ot 0.00 RDOHre u RDO $0.00
MHame TOM THOMPSOM . . Total 000 || AfleaweHrs| 0.000] 9473 Gross $0.00
[DefR ate: $29.3500] Dl Wik TS om om0 — 0
) ) € Surarnary * Group ks 000 || PersonalHrs| 0000 | 63.00 Tax $0.00
Statuz FullTirme Select column ta group by . AT 4D $0.00
Entitlerments
Buward " Deptartment ™ PayType " Job Na Met $0.00
Pays ] Timeskeet | Termination ] Leave Total:  ETP Redundancy (R] l
Total Payment Total ETP Detailz
Redundancy $46.828.60 Amount to be paid $2.791.60
Pre July 1983 Component (U ntaxed) $0.00
Lurmp Sum D
Taw Free Linit $44 037.00 Post June 1983 Component  [taxed) $2.791.60
Eligible Service Period Tax
Mo of dapz Pre 1 Julp 1333 0 For payees under the age of 55 the cash amount iz
taxed at the standard rate for ETP. [Including th
Mo of days Post 30 June 1383 23928 hi;.;ic:re fef,.:in A et et (Inclucing the
Stamdard tax rate for ETP KjR]
T ax to be deducted $879.55

1. Inthe Total Payment Field enter any payment related to the Redundancy, such as In Lieu of

Notice, Golden Handshake and severance payment for years of service.
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o Please consult with your Accountant or the ATO if you have any queries about the

payments

2. Inthe Lump Sum D field, enter the tax free limit applicable to that employee.

1. Please check the ATO website for these amounts

3. Where the Tax Free Limit is greater than the amount in the Total Payment field, reduce it

to match that amount.

4. Total ETP: Amount to be Paid figure is the difference between Total Payment and the Tax

Free Limit if there is one.

5. Enter the Standard Tax Rate for an ETP. Total ETP: Amount to be Paid (Taxed) figure is

taxed at this rate. Please refer to your Accountant or the ATO for ETP rates and Thresh-

olds

6. No other information is required. Return to the Pays Tab

See "Terminations Redundancy: Pays Tab" below

For Employees over the age of 55 years, please refer to the Notes Section

I® Pay Posting - 2000

o || = | 2=
Periods Super Haurs Acciuals G ]
Employee [REDUMTERM Ta 1| Rate x| 325 || Mormal 0.00 This PRun TatInc fDS;[;‘DC $51,200.53
14| 4| || ||Aceal| 0 |gmourt| sa07342)| OT| 000 RDO Hrs 0 RDO $0.00
Mame TOM THOMPSON Display Options Tatal 0.00 || &fleaveHrs| 0.000| 9473 Grogs|  $51.200.53
[DehElegtz U] " Summary * Group KMz 0.00 || PersonalHrs| 0.000| £3.00 Tax| $2.256.00
Status FullTime Select colurmn to group by Entilements ATAMD $0.00
Award " Deptartrent * PapType " Job Mo Met| 443944 53
Pays ]Timesheet] Termination] Leave Totals] ETP Redundancy [FI]]
Pay Type |Deparlmenl |5tarl Date |End Date |Hrs:Mins Hours!KM|Hale |Amount |[Zomment -
ETP_CASH SALARIES $2.791.60
TERM_& SALARIES 129.3570 $337069  $4.371.83
TEFH-.-1_[ZI SALARIES $44.037.00
4 3
P. fi k ending: | 1 Map 2013 £3,112.44 - n
3y rl?m ar week ending iy Tatal Gross § | @ | 123 D sfau | Reports |
Papslip Message: Total Tax $6.270.00 ]
M Refresh | i CiEmp | = Chq;gFT|
Total A.T. &ll/Ded $0.00
Al Total Met $56.802.44 x| Pia| g#cia | |
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Review the Pay types, Department, Gross, Tax and Net amounts
Add a payslip message if required

Proceed with the payrun process as you normally would

Run reports, produce payslip

Produce EFT/Cheque/Cash Payment

Confirm that payment has been processed properly.

[UPDATE] the payrun

Note that Termination payments are unable to be reversed via the Pay Reversal Process.
Please ensure the Termination is correct and payment issued before Updating the payrun.

Termination Redundancy: Type 'R' & 'O’

10.

11.

H w N

Go to

Select Entity1

Enter the date of the payrun

If a different date to your normal payrun ,click [OK] when prompted to confirm that you are
happy to proceed

Locate the Employee to be terminated

Click on the Tab

The current system date will default into the termination date field. This can be overwritten
as required.

Select the Termination Type from the Drop list

Check the Department to record this termination against, change if required

Select the Termination Type. In this exampleitis “ETP Other & Redundancy (Type 'R' AND
'0")”

Payments will be taxed according to rules associated with the Termination Type selected and

additional tabs will be automatically opened as required

Icom pany/Store/Branch/Division
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A9 Pay Posting - 2000 [= ==
Period Super Hour Accrual G |
Employes IHANDDTEHM Tax 1| Bate 2 9.25 || Normal 0.00 Thiz PRun Tot lnc [OSEEDnDC $52,368.31
] | < | = | B | Aceal 0 || amount | $4.181.47 oT 0.00 RDO HIS| 0 | 33.00 RDO $0.00
Mame TOM THOMPSOM Disolay Ot Tatal 000 || AlleaveHrs| 0000 9473 Grozs |  $52.368.31
; isplay Optiory — —
[DefR ate: $29.9500] £ Summary ® & Group KMs 0.00 || PersonalHes[ 0000 [ 6200 Tag| $2624.00
Statugz FullTime Select column to group by Entitements | ATAD $0.00
Auard Irf" Deptatment PayTupe " Job Mo ‘ Met] $43744.31
Pays | Timeshest T emination | Leave Totalsl ETP Redundancy [H] I ETP (D) I

Termnination D ate ID‘I A0B/2013 Pay Department ISALAHIES vl

T ermination Typer

I~ Hormal Termination [no ETF)
as Lump Sum A, [Commenced post 17 Aug 13533)
I~ ETP Temination (Type "'0")

=* Press "F1" to access the
online help spstem for detailed
assistance with termination
process

I~ ETP Bedundancy / Ealy Retiement (Type "R
|¥ ETP "Other" & Redundancy [Type "R AND 0"
™ Irvvalidiy

I~ Death

The leave totalz for lnealidity and Redundancy are calculated

See "Termination Redundancy 'R' & 'O'": Leave Totals Tab" below

Termination Redundancy 'R' & 'O": Leave Totals Tab

1. Click on the Leave Totals Tab

2. Allunused leave entitlements for the selected employee will be shown here. These

hours/rates can be adjusted if necessary.

I Pay Posting - 2000

(= ===
Period Super Huour Accrual G I

Employes IHANDDTEHM Tax 1 || pate % 9,25 || Mommal 0.00 This PRun Tat Inc [DSE!DnS $52,368.31

|4| < | = | i-|| Acerual 0 || amount | 3418147 aT 0.00 RDO Hrs 0] 3300 RDO $0.00

Mame TOM THORMPSOM Disnlaw Ooi Total 000 || AfleaveHrs| 0.000| 9473 Gross | $52.368.31

. isplay Option: —

[Deffate: $23.9500] @ ST $ & Group Ks 000 || PersonalHrs| ooon | E3on T $2.624.00

Statuz FullTime Select colurn to group by Entiflements | ATAD $0.00

Awward ™ Deptartment & PayType  Job Mo ‘ Met|  $49.744. 31
Payz Timesheetl Temination  Leave Total: | ETP Redundancy (R) I ETF (O] I

—Long Service Leave

annual Leave

Annual Leave Loading

Leave Total

Accrued after 17 August 1933 |34.BB? I $1.038.00 Lump Sum &
Total Amount
$4.371.66

Accrued after 17 August 1933 I 94.73 I $2.837 16 Lump Sum &
RD0 Acemual in AL I 0 I $0.00 Total Tax
$1.377.00

Accrued after 17 August 1933 I 94.73 I $496.50  Lurnp Sum &
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3. Ifthe employee has been accruing RDQO’s, then “RDO Accrual in AL” fields will be displayed.

The amount that is defaulted there is based on you system

4. Ifthe employee is entitled to leave loading, enter the number of hours in the field provided.

e Short cut: Double click in the field and it will auto complete with the same number of

hours as Annual Leave.

5. Taxwill be automatically calculated as per ATO guidelines for the taxing of leave payments on

Redundancy.

6. Click on the ETP Redundancy (R) tab to process the rest of the termination payment

or entry is required for a field, put a zero in it rather than leaving it blank.

ALL fields must have an entry in them to be able to return to the previous tab. If no amount

See "Terminations Redundancy 'R' & 'O": ETP Redundancy (R) Tab" below

The ETP Redundancy (R) tab is where the payments relating to the Redundancy enter are entered

and additional ETP amounts ('R' Type) are processed

=

Paps Timesheet] Termination ] Leave Totals ETP Redundancy (R] l ETF (O] ]

Total Payment Total ETP Details

Redundancy $46.828 60 Amount to be paid $2.791.60
Pre July 1983 Compaonent [Untaxed) $0.00
Lurmp Sum D
Tax Free Limit 444 037.00 Past June 1983 Component  [taxed] $2.791.60
Eligible Service Period Taw
Mo of daps Pre 1 .July 1983 0 For payees under the age of 55 the cash amount is

taxed at the standard rate for ETP. (Including the

Medicare Lewvy]
A

$879.35

Mo of days Post 30 June 1983

2928

Standard tax rate for ETP

Tax to be deducted

29 Pay Posting - 2000 =
Periods: Super Hours Acciualy
Employee [RANDOTERM Ta 1| Rate ] 5925 || Momal|  0.00 This PRun Totn |55 ine | §52368.31
1| | B | Accual | 0 || Amount | $4.101.47 aT 0.00 ROO Hrs 0] 33.00 RDO $0.00
Mame TOM THOMPSOM . . Tatal 000 || &fleave Hrs| 0000 | 94.73 Gross| $52.368.31
[DefRate: $23.9500] Displavllptions 2 E 00
™ Summary * Group Kbz 0.00 || PersonalHrs| 0,000 | &3.00 Tax E24.
Status FullTime Select column to group by Enfitlements AT.AMD $0.00
Aamard " Deptatment & PayType " Job Mo Met| $49,744.31

1. Inthe Total Payment Field enter any payment related to the Redundancy, such as In Lieu of

Notice, Golden Handshake and severance payment for years of service.

e Please consult with your Accountant or the ATO if you have any queries about the

payments
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2. Inthe Lump Sum D field, enter the tax free limit applicable to that employee.
1. Please check with the ATO website for these amounts

3. Where the Tax Free Limit is greater than the amount in the Total Payment field, reduce it

to match that amount.

4. Total ETP: Amount to be Paid figure is the difference between Total Payment and the Tax

Free Limit if there is one.

5. Enter the Standard Tax Rate for an ETP. Total ETP: Amount to be Paid (Taxed) figure is
taxed at this rate. Please refer to your Accountant or the ATO for ETP rates and Thresh-

olds

See "Termination Redundancy 'R' & 'O": ETP (O) Tab" below

For Employees over the age of 55 years, please refer to the Notes Section

The ETP(O) tab is where the amounts of the ETP are entered that are to be classified as Type 'O’
for Payment Summary purposes

1. Ifan RDO balance is to be paid out, the balance and S amount will be displayed here.

Review and alter if required.

2. Ifthereis a zero balance, ensure all $ fields are zero.

ﬁ Pay Posting - 2000 o re =l

Periods Super Hours Accruals
Employes [RANDOTERM Taf 1| Rate x| 5925 | Nomal| 000 This PRun Totlne | 5195 ine [ $52.368 31

1| < bt ||Accusl|  0||gmount| $4tE147| OT| 000 RDO Hrs| 0| 3800 R0 f0aw

Mame TOM THOMPSOM Display Ok Total 000 || Aleave Hrs| 0.000 | 94.73 Gross | $52.368.31
- isplay Options —
[DefRate: $23.9500] & Sy B G KMs ,w PersonalHrs| 0000 | B2.00 Tax $2.624.00
Status Full Time Select column to group by Enfitlements ATAD $0.00
Award " Deptartment * PayType " Job Mo Met| $49.744.31
Pays | Timesheet | Termination ] Leave Totals ] ETP Redundancy (R] ETP O] l
ROOETP Tatal ETP Details :
Hours / Amaount |39 $1.168.05 Amount ta be paid $1.168.05
Pre July 1983 Commporient [Untaxed) $0.00
Additional ETP
eq. In Lisu of notice $0.00 Post June 1983 Compaonent  [taxed) $1.168.05
Eligible 5ervice Period Tax
No of days Pre 1 July 1383 0 For pavees under the age of 55 the cazh amount iz

tawed at the standard rate for ETP. (Including the

Mo of days Post 30 June 1983 2928 Medicare Lewy)
Standard tax rate for ETP 1R

Tax to be deducted $367.94
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3. Enter any additional ETP payment into the Additional ETP field
4. Enter the applicable Tax Rate for an ETP. The Amount to be Paid figure above is taxed at this

rate.

5. No other information is required. Return to the Pays Tab

Please refer to your Accountant or the ATO for ETP rates, Thresholds and ETP Payment Type
classification.

Termination Redundancy 'R' & 'O'": Pays Tab

=

S Pay Posting - 2000 == |[==]
Periods Super Hours Accrualz G |
Employee |RAMDOTERM T c.m| 1| Raex | 905 || Marmal 0.00 This PRun Tot lnc ’033 D“DC $52,368.31
1| || B Aol | 0 || maunt | £4.181.47 aT 0.00 ROO Hrz 0] 3300 RDO $0.00
Mame TOM THOMPSOMN Display 0ot Total 000 || Afleave Hrs 0000 | 9473 Grosz|  $52,368.31
: isplay Optiong —_—
[Pt GAZE O Sunmay & Group kMs[ 000 || PersanalHis| 0000|6300 Tan|  $2.624.00
Statuz FullTime Select column to group by Entilements AT.AD $0.00
Award (" Deptartment  ® PayType " Job Ma MNet| 44974431

Pays ]Timesheet] Termination] Leave Totals] ETF Redundancy [F!]] ETF'[D]]

4

Pay rum For week ending: | 1 May 2013

Total Gross $115,480.75

Pay Type |Department |5tall Date |End Date |Hls:Mins |HoursJ'KM | Rate |Amounl |Commenl -
ETP_CASH SALARIES $2.791.E0
ETP_RDO SALARIES 35.0000 $29.9500  $1.168.05
TERM_A SALARIES 128.3970 $33.7843 $4371.EE
TEFII‘-.-i_[ZI SALARIES $44,037.00

*

(E | 122 Default | Heports |

Payslip Mossage Totsl Tax $5.894.00 :
4 Refresh | & CiEmp | = ChqngT|
Total 4.T. &ll/Ded $0.00
Al Total Met $105.586.75 Eﬁp”| P“"‘| @ cral | |

N o v s~ w N

Review the Pay types, Department, Gross, Tax and Net amounts
Add a payslip message if required

Proceed with the payrun process as you normally would

Run reports, produce payslip

Produce EFT/Cheque/Cash Payment

Confirm that payment has been processed properly.

[UPDATE] the payrun

Note that Termination payments are unable to be reversed via the Pay Reversal Process.
Please ensure the Termination is correct and payment issued before Updating the payrun.
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EMPLOYEE PAYMENTS

PAYROLL | EMPLOYEE PAYMENTS is for outside of the payrun employee payments such as:

e Employee reimbursements (After Tax).
¢ e.g Uniform Refunds upon return of uniform after termination
e e.g. Petty Cash reimbursements
e Re-issuing of wages payment
o where no bank account details were provided by employee upon employment
o This requires additional system settings for tracking and reporting

e For more information How to handle wage payments when no bank account

details provided

This system option will let you generate an EFT file that you can import into your banking
software in order to repay employees, terminated or current, using employees’ bank details as
stored in the EmPLOYEE FILE MIAINTENANCESCreen.

It will also generate a journal for Debiting the applicable expense or liability account and
Crediting the Cashbook, along with adding an entry to the Employee Note's tab

(B Employee Payments iy =] 4]
Date |16f08f20 11 Reference ILINIFORM RETURN
Cashbook I 2000 'l EFT Ref IAPPLEUNIFORM REFUN
GL AcctD |En1|:iloyee Code |Err||:|loyee Mame |Bank Acct  |Bank Amount |Terminahed| ;I
L 1845 APFLE ERAD APPLE Acct 1 CEA 123456 123456739 $65.00 [

X cancel |

Processing an Expense Reimbursement

1. Enterthe date and the reference for the refund payment/s.

2. Enter the following
a. Expense or liability account for Debit side of transaction
b. Employee code
1. Select Bank account to be used (normally will be Acct 1)
2

. S Amount to be refunded
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3. Continue for each employee
3. After all the employees are entered, click the [EFT FILE] button
a. When prompted name the .aba file and then save to the appropriate folder to be
later imported it into your banking software/website.
4. To finalise, click the [UPDATE] button.
a. Ajournal will be posted, Debiting the expense/liability account for each employee and
crediting the cashbook

b. Anote will be inserted into the employee files Notes tab.

How to handle wage payments when no bank account details provided
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PAYROLL END OF
MONTH/YEAR PROCESSES

contains all the processes required for Month End and Year End obligations.

It is advisable that a system back up is run before processing any Payroll End procedures.

Do not run any Payroll End processes until after the final payrun of the month has been
processed and updated.

This is important where a payrun falls on the last day of the month and is not processed
till the first business day of the following month.

See "Payroll: Payment Summary Processing" on page 182
See "Payroll End of Month - Routine" below

See "Payroll: Super Notification" on page 175

See "Payroll: End HSR Option" on page 189

See "LSL —Interest" on page 176

See "Update Tax Scales/Tables" on page 191

Payroll End Of Month - Routine

The screen is a stepped process for completing your Payroll End of

Month processes. The steps consist of the following:

1. Info & Backup - Displays the Month being processed and all the pay runs updated since
the last month end process

2. Super Removal - Removes Superannuation entries that do not meet Superannuation
criteria as set-up in System Settings

3. Super Postings - Posts General Ledger journal for Superannuation expense and liability

4. Super Contributions - Produces Superannuation Contributions File and .aba file for

funds transfer

5. End of Month - Closes the current month and opens the next for processing

One this process has been started a Pay run cannot be started
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Ifit is your first Month End Procedure you may be prompted to enter the month end date to be
processed. Enter date and click OK

End of Month Date Required [

A pavrall end af manth has not yet been run for this system.
Pleaze zet the end of month date to be processed.

o OK X Cancel |

Next Step:
See "Payroll End of Month: Tab 1. Info & Backup" on the facing page

Before running Payroll End of Month there are reports that need to be run, as they cannot be
produced once End of Period is run or once another payrun has been updated. These reports are
based on a Point in time and therefore do not have the option to select a date range on the report
selection criteria screen
1. These Reports are:
a. Period to Date "Period to Date Figures"
a. Lists the total of each employee's PTD (month to date ) figures
b. Yearto Date "Year to Date Figures"
a. Lists the total of each employee's YTD (Year to date ) figures
c. Sick/Holiday/RDO incl. $ "Sick, Holiday & RDO inc.S"
a. Lists the hours and $ value of employee accruals at the time of running
d. Sick/Holiday/RDO "Sick, Holiday & RDO Totals"
a. Lists the hours only of employee accruals at the time of running
e. Long Service Leave "Long Service Leave"
a. Lists the Hours and $ value of Long Service Leave accruals at the time of run-

ning, broken down into employed Under or >= Long Service Entitlement years

Of course you can run any other reports as part of your month end procedures
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Do not run any Payroll End processes or Reports until after the final payrun of the
month has been processed and updated. This is important where a payrun falls on the

last day of the month and is not processed till the first business day of the following
month.

See "Payroll End of Month - Routine" on page 167

Payroll End of Month: Tab 1. Info & Backup

The PAYROLL | END: Info & Backup Tab displays all the payrun updated since the previous
End of Month process

Payroll End of Month for September 2012 I3EIHEIS.»'2EI12

1|nfn&Backup| 2. Super Removal | 3 Super Postings | 4. End of Maonth |

Click on the button below to create a backup of payrall infarmation and begin the Payrall End of Month process.
Fay Runs Since Last EOM [2]:

Campany |Date |Gru:|33 |Eatu:h Ma | -
L ADMIN 04/09/22 1 $1,368.80 42 |:|
_|COMTRALCTS 04/09/2012 1 $7.819.81 42
_|I&T 04/03/2M2 0 $2120.44 42
__|SERVICE 04/09/2M2 2547 52 42
_|ADMIM 09/09/201 2 $57E.80 43
__|SERVICE 09/09/201 2 $815.25 43
_|I&T 30409422 0 $12.776.60 45
| |SERVICE 30/03/2M2 0 $11.882.40 44 <

‘ " DoBackup I

1. Review the Month End date being processed
2. Review the list of payruns

1. Check for duplicates, missed payruns or any payruns that do not look as expected

3. Click Do BAckuP to proceed

Next Step:

See "Payroll End of Month: Super Removal" below

Payroll End of Month: Super Removal

The EnD oF MoNTH: Super Removal Tab is where employees, whose total pays for the month
do not meet the criteria for Superannuation contributions, are removed. This process must be
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run before running any Superannuation reports, posting Superannuation GL Journals and paying
Superannuation Contributions.

Providing the employee’s Superannuation details are entered in the

, Superannuation will be calculated for every employee in the payrun (including
casuals). The contribution payable for each payrun is recorded in the Super Tab of each
employee’s file.

The Super Removal screen displays only those employees who's super is being flagged for removal
along with the reason for removal. The criteria for Super removal is set in
and is often set as follows:

o Allemployees under the age of 18 who worked less than a set number of hours per week.

Currently this is 30 hours

o Allemployees who earned less than the Super Gross Minimum amount, as specified in the

Super Gross Minimum field in the. Currently $450 per month

Both points work together for Under 18's. They must meet the monthly minimum AND
meet the hours per week in order to receive Superannuation and ONLY for that week that
the minimum hours has been meet. See Superannuation Guarantee Determination SGC
2003/5

1. To Skip this step click on SkiP REMOVAL, once skipped you cannot go back to this later.
2. To Remove Superannuation

a. Any contributions the system deems to be removable will be displayed and ticked. If
you do not wish to remove a contribution, remove the tick from that line.

b. Once reviewed click REMOVE to remove the ticked super contributions.

1. Once processed the Notes Tab for that employee will be updated with information
indicating the super amount removed, and a report will be issued to the screen for
printing indicating all those who had super removed (and the reason). The same
report is automatically generated as a PDF document and archived to your PDF

reports folder.
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Payroll End of Month for September 2012 ISDHDEIH2D'I2
1. Info & Backup | 3. Super Postingz | 4. End of Month ‘

2 Super Removali

Thiz option will remove all superannuation entries [hot marked as paid] for this month for employees that have
earnt less than the minimum super amount, or who are under the minimum age and have worked less than the
appropriate minimum hours per week, - all az per defined in the System? »Settings: > Payroll Tab.

Hemu:uve|Em|:ulu:uyee Code|Employes M ame |Descri|:uti0n Employment Type|DetaiI | -
L W  KELLYM rAMDY EELLY Employes grozs iz < Minimum Cazual (g
x Skip Removal ” “ Remove I

See "Payroll End of Month: Super Postings" below

Payroll End of Month: Super Postings

The EnD OF MONTH: Super PostingsTab creates and posts the general ledger journal for the
expense and accrual of Superannuation liabilities.

The Superannuation GL expense account for company contributions is controlled in the
PAYROLL | FILE MIAINTENANCE | DEPARTMENT Screen and should be linked to the appropriate GL
account prior to running this process using the Super Postings Tab.

The Superannuation GL Accrual (Liability)account is handled by the Superannuation Pay Type.
PAYROLL| FILE MAINTENANCE | SUPER FUNDS

The Posting screen lists each employee for whom Superannuation has been calculated. You
can click on each employee to view the Superannuation amount and department. The Total
Employer Contributions are listed at the bottom of the screen.
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Pawroll End of Month for September 2012 /09202
1. Info & Backup | 2 Super Remaowval 3. Super Postings | 4. End of Month

Thiz wall Post to the General Ledger and Debit the expensze account as defined by the Pagroll Department and
Credit the Liability account az defined by the Super Fund [zetup in the "Pay Tupe" File M aintenance form)

|Emp|0_l,lee |Em|:n|0_l,ler Euntributiunl -
k| =l AFPLE $259 56
Department | Employer Contribution
SALARIES $31.15
WAGES $20.76
SALARIES $124.59 i
i WAGES $83.06 L
|l BAKERY $122.71
|+l BOME $52.60
|+l CHARM $06.54
|+l CHARMD $127.36
| |+l COxE $111.08
Total Employer Contributions : $2.144.01 Create Super Files | x Skip Poztings || ¢ Past |

1. Click Skip POSTINGS if you do not wish to process this journal, note this cannot be processed
later
2. Click PosT to run the Superannuation journal.

3. Type ‘Yes’ when prompted. A batch number for the journal will be provided on completion.

Next Step:
See "Payroll End of Month: Super Contribution Files" below

See "Payroll End of Month: End of Month Completion" on page 174

Payroll End of Month: Super Contribution Files

The END oF MONTH: Super File Tab is where contribution detail files and contribution payment
(.aba) files are produced.

To enable this tab, go to FiLe |Svstem Sertings | Payroll tab and allocate a Clearing House
to the Clearing House field
Clearing Houses are set up and maintained in the Super Fund Screen.

This tab displays the total contributions per ABN that will be included in the contribution file export
and the payment file.

Based on the month ending date and the period frequency on the Super Fund set-up, the
contributions will either be for:
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e the past month only
or

e the past month for Monthly funds and the past quarter for Quarterly funds if you are
processing EOM for March, June, September and December.
The production of the .aba file is optional. If this option is chosen, a .aba file per ABN will

produced for upload to your Banking site and a corresponding Cashbook entry will be posted.
The Cashbook entry will CR the Cashbook account and DR the Superannuation Liability account

This posting works with the Super Journal posting in the Super Posting Tab of the Payroll End of
Month process.

1. Reviewthe amount displayed in the contribution grid
2. To check the totals of the Super Funds that make up the ABN totals click on Payment
Report button
i. This report is archived in the standard Payroll folder for later retrieval
3. [Optional] To produce the .aba files and the associated Cashbook entry, tick the ‘Gen-
erate Bank File & Cashbook Postings'tick box
i. Enterthe Release date - this is the date you will be making the payment
4. Click Create Super Files button
i. You will be prompted to confirm generation
ii. Iffiles have previously been generated you will also be prompted
ii. Files will be saved in a SuperFiles folder in your Payroll Archive directory
i. Check this location in - archiving
directories - Payroll

5. Once done, you will be moved to the next tab in the EOM process.
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-
m Payroll End of Month EI@
Payroll End of Month for February 2014 |28£U2K2U14
1. Info & Backup | 2 Super Remowal | 3. Super Postings | I 4 SuperFile 5. End of Month |

Super Clearing House: DEMO CLEARING - DEMO CLEARING HOUS Generate Bank File & Cashbook Postings: [v

File Location: C:\AccriviatPDFRepartshSuperFiles' Felease Date: |1Ua’03a’2014
ABM Business MName |Ernp SG |Ernp .-’-‘«dditional| Member Sal. Sac. | Mermber Additional| Tatal | -
L 18851446607 DEMO Compary Pty Lid $414.64 $20.00 $195.00 $0.00 $629.64 [
| 910993013386 | Accrivia DEMO Pty Ltd $134.60 $0.00 $0.00 $0.00 $134.60

—

Payment Report | x Skip File Creation | Create Super Files

Payroll End of Month: End of Month Completion

End of Month resets the current period (month) values to zero and closes off the calendar month
so that no more payruns can be run within that month.

,

Payroll End of Month for September 2012 |3D!EIS!2D12

1. Info & Backup | 2. Super Removal | 3. Super Postings | I 4. End of Month ‘

Click "Do End of Month' ta run the Pavroll End of Month routine.
Thiz rezets employees penod-to-date figures, clears payroll backups made more than 3 weeks ago,
and will cloze the current month and allow pay proceszzes in the month following.

Click below to complete the Payroll End Of Month__.

| & Do End of Morth |

Click Do END OF MIONTH to process
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Payroll: Super Notification

The screen is where you can mark Superannuation

Contributions as Paid for the purpose of notifying the employees.

Employees, by default,will be notified via the Payslips from their next payrun. If required, a

letter can be produced instead.

for each month of the Quarter.

This process applies payments a month at a time. For a quarterly payment run Step 1

1. Tick the Super Fund or Funds that have been paid

1. Inthis screen Super Fund is the Super Pay Type

vk N

This will update the Employee's Super tab, the corresponding contribution will be marked as
'Paid' and on the next payrun, the employees will be notified on their payslip of the payment

Enter the date the contributions were paid

Enter the Period End date for the contributions paid

If the information is correct - click AppLY

Check that the amount defaulted is the amount that was paid for the Super Fund

L@ Employee Super Contribution Metification
Apply Matification l Employess still to be Motified l

o

=

€3

| -

Super Fund |F'aic| |Date Paid Period End Armount |Name
[suPER BT AT r
_[sUPER REST ¥ 15/03/2014 1:16:15 PM 28/02/2014 $436.22
|suPER TEST ¥ 15/03/2014 1:15:31 PM 28/02/2014 $328.02
_[SUPER TEST AT W 15/03/2014 1:15:40 PM 28/02/2014 $0.00
|P|SUPER TEST 55 15/03/2014 1:15:47 PM 28/02/2014 $0.00

o Bpply

The system will automatically notify the employee of the payment on their next payslip

Please review the payslips of the next payrun to ensure this notification has happened.

Super Fund Payment

RE ST Supsrannation
Member No

The amount of $32.38 was paid o your superannuation fund being for the pericd 0102/2014 10 280272014
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Related Topics:
See "Employee - Super Tab" on page 62

LSL - Interest

Where employees accrue interest on their Long Service Leave, enter the accounting periods per
year and click [PosT].

Please check the employee awards/agreements to see if this is applicable to your business.

Payroll End Of Year Procedure

Steps 4 to 7 must be completed AFTER your last pay run for the financial year and PRIOR to your
first pay run for the next financial year.

Steps 1to 3 can be run at any time prior at part of a pre-check process, but must be run again as
part of your End of Year Procedure.

These instructions are up to date for the 2013-2014 Financial Year
Check with your Accountant, or contact the ATO Business Enquires Line on 13 28 66 if you
are unsure about your obligations with regards to Payment Summary Reporting.

please refer to the Accrivia Payroll Manual

See "Payroll End of Year: Preparation" on the facing page

please refer to the Accrivia System Manual

**¥*DO NOT DELETE THIS BACKUP*** —you must have this available to regenerate the ATO
file if the ATO request another copy or if there are any other problems that need to be
rectified.

See "Payroll: Payment Summary Processing" on page 182

See "Payroll: End of Year" on page 188
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See "Payroll: End HSR Option" on page 189

See "Updating Super Guarantee Rate Percentage" on page 191

These preparatory steps will need to be done after your last payrun for the Financial
Year, even if you have done them previously as part of a pre End of Year check

Open the screen and select the tab.

1. Confirm that the ABN shown here is correct for each entity (Com-
pany/Store/Branch/Division) you have setup (you can move through each entity by
using the left / right navigation buttons at the bottom of the screen)

2. Check the address for any characters that are not accepted by the ATO.

o Accepted characters are:

A-Z a-z 0-9 Brackets () space & / apostrophe hyphen "" #

3. Please check for commas in the address line as these are not allowed

1. Openthe screen.

a. Tick any before tax allowances that need to be itemised separately by double click-
ing on the allowances listed. Any before tax allowance types that are not ticked
here are included in to the gross income figure.

b. Please check before including after tax allowances. These are usually used to reim-
burse employees for non-payroll related expenses. In most cases these do not
need to be reported, there is the odd exception to this.

o After tax deductions do not affect the gross amount reported.

c. Before tax deductions, such as salary sacrifice, are not included in the employee’s

gross amount, and are generally not reportable in the Allowances and Deductions

section of the Payment Summary.
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2. Inthe Pay SummType column, add a tick to all Allowances and Deductions that you want to

be included in the Allowance Deductions section of Payment Summaries by default (these

can be changed during the Payment Summary Process if required)

The reporting of RESC (Reportable Employer Super Contributions) is not handled by the Pay
Summ Column.

Union fees and Work place giving amounts require additional set-up for the purpose of Payment

Summaries and the empdupe1 file.

1. Select UNION in the Classification Column

2. Enter the Union name in the Super Fund/Union Details field (double click to enter)

3. Tick the Pay. Summ. Type Column

1. Select WP GIVING in the Classification Column

2. Tick the Pay. Summ. Type Column

@ PayTypes/Allowances/Deductions File Maintenance

Deszcription

>
TRAVEL MaN
UNIFORM ALLOW
UNIFORM DEDC
UNIFORM PAID BC
UNION 1

UNION 2

UNION 3
WORKCOVER

W ORKPLACEGHY
ZOMING ALL

Details

‘ Pap/All/Ded ‘A[lenfB efore
Tax

Classification

Super Fund / Union Detailz|Pay. Summ. Type

GL Aet

TRAVEL ALLO'WAMCE MANAGER
UMIFORM ALLOWANCE
UMIFORM DEDUCTION

Workplace Giving

ALLOWANCE
ALLOWANCE
ALLOWANCE
DEDUCTION
ALLOWANCE
DEDUCTION
DEDUCTION
DEDUCTION
PAYMENT
DEDUCTION
ALLOWANCE

BEFORE
BEFORE
BEFORE
AFTER
AFTER
AFTER
AFTER
AFTER

AFTER
BEFORE

LINION
LINION
LIHION

WP GIVING

SDA Union
S04 Union
SDA Union

1A% A s A e

<
| Edit Desc| i Add |

Reporting.

Check with your Accountant, or contact the ATO Business Enquires Line on 13 28 66 if you
are unsure about any of these allowances or deductions in relation to Payment Summary

1Paymen’( Summary Annual Report (PSAR) file for the ATO.
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Step 3: Run System Check

If running a system check after 30 June, please change your system date to 30 June 2014

1. OpentheFILE | SYSTEM | CHECK screen

2. Check the boxes as listed below

-

Check l Rezults ]

Enzure no ane iz in the aystem uzing the modules to be checked, check the Check-bos for the module and
prezz Do [H Resultz can be viewed and printed on the Resultzs page.

Check Erors arnin
Debtars i 1 of 2 u
Jobz I 1 of 2 0
Creditars N 1 of 3 i}
Gledger W[ [ 1 of4 0
Payrall W1 1 of 8 a
Inventory [ 1 1 of 15 0

v Check all Compz az One
[~ Check Individual E ntities

I Check System Balances (===

gz
0
0

0

| E o Dol

3. Click [Do IT]
4. The Result tab will display.
a. Ifnoerrors, proceed with Steps 4-5
b. Iferrors are reported, copy results to an email and send to sup-

port@accrivia.com.au for investigation.

Please wait until you are advised by Accrivia Support that the system check errors have
been resolved

Step 4: Check that the Payroll Data balances
To check that the payroll data is balanced:
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1. Gotothe - tab at the top of the screen.
2. Print the following reports for Financial Year (01/07/2013 to 30/06/2014) date range:
a. Employee Summary Totals: Employee Pay Report - Summary
b. Yearto Date
3. Ensurethe gross, taxand net figures on these two reports balance (match each other).
4. Ifan erroris found and your reports don’t balance, further investigation will be required to
correct the error. Contact support@accrivia.com.au for assistance if required.

5. Both reports must balance before you can produce your final End of Year reports.

6. Please retain these reports as they are required for the following step

To check that the Payroll system balances with the General Ledger (applicable only if you run
General Ledger through Accrivia):
1. Gotothe tab option.
2. Select the ‘Postings —Summary by Module’ report.
a. Enterthe general ledger account use for PAYG Withheld as the Starting and Ending
account.
b. Enterthe 01/07/2013 as the starting date
c. Enterthe 30/06/2014 as the ending date
d. Click Preview to view the report.
3. Locate the Payroll Module section of the report. Compare the total amount withheld with
the sum of the tax figures on the Payroll reports produced in the previous step. These

should be the same.
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4. Ifthey are different, run the Detail by Module report to investigate

General Ledger Entries - Summary Accrivia
Selection Criteria : Account No = 953 and (Date == 01/07/2013 and Date <= 30/06/2014), 10:40:18 AM 9/ 4/2014
Store in [MARGRIVER]
Account No. Description Debit Credit
| PAYROLL |
953 PAYG Wihheld $839.00
PAYROLL - Module Total: $0.00 $839.00 |
Grand Totals: §0.00 / $839.00
Year to Date Figures Accrivia
Selection Criteria :  Store in [MARGRIVER] 1D:54:?§ AM O/ 04/2014
Name ¥YTD Gross YTDTax  After Tax Allow  Afte/Tax Ded YTD Net
Store - MARGRIVER
ABELA, MARVEN $664.52 $0.00 $0.00 $664.52
ACKLAND, ASRON $569.85 £3.00 $0.00 $565.85
Ab! STIN ASTTHELY 536570 £ .00 £0.00 $ 365400
ShRATL, P - " -
SOFRONCV, STEVEN $167.62 $0.00 $0.00 $167.62
SOFRONCV, ELIZABETH $167.62 $0.00 $0.00 $167.62
WILLIAMS, AYESHA $175.98 $0.00 $0.00 $175.98
YATRAS, THOMAS $26.8 $0.00 $0.00 269
ZERAFA, JAMES $125.73 $0.00 $0.00 $125.73
Store - MARGRIVER Totals: $11,969.93 $830.00 / §0.00 §0.00 $11,13093
Grand Totals: $11,969.93 $839.007 $0.00 £0.00 $11,130.93
Process Date Completed Initials Files Saved To:
1
2
3
4
5

Please note: Any of these steps can be run at any time throughout the year. It is
recommended the System Check process is run on a monthly basis before processing
Payroll End of Month
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Related Topics:
please refer to the Accrivia System Manual

See "Payroll: Payment Summary Processing" below

Payroll: Payment Summary Processing

PAYROLL | END | PAYMENT SUMMARY INFORMATION is where the Employee Payment
Summaries (formally Group Certificates) are produced along with the Payment Summary Annual
Report (PSAR) (empdupe) file for the ATO.

This Procedure must be completed in full, AFTER the last pay run for the Financial Year, and
BEFORE the first pay run for July.
These instructions are current for the 2013-2014 Financial Year

Please read through these steps fully and clarify any questions you have about the process
by contacting support@accrivia.com.au prior to commencing these steps.

Review Employee Details

1. GotothePavroLL | FILE MAINTENANCE | EMPLOYEE screen.

2. Tax tab: If applicable, enter any Reportable Fringe Benefits Tax (RFBT) and/or Lump Sum ‘E’
payments that are applicable per employee for the Financial Year. — see your Accountant for
figures if applicable.

3. Review Tax File Numbers

i. Runthe'Employee TFN Status' Report
e Go to REPORTS | PAYROLL | PAY ADMIN

e Thisis a new report and may need to be added to your User Access
« Please refer to the Accrivia System Manual

ii. Review and update Employee Tax File Numbers where applicable.

We recommend running another Back up at this point if you have made a number of
changes to the employee files.

Print/Email PAYG Payment Summaries & Generate empdupe file

Select PAYROLL | END | PAYMENT SUMMARY INFORMATION.

Instructions Tab

Please review
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The term 'Entity' is used in place of Company/Branch/Division/Store, as this naming is
different based on your Database set-up.

o v oA~ W

Verify the 'Year End' displayed is correct
Select Production from the 'Run Type' Drop box
e ‘Test’is only selected if sending test magnetic media data to the tax office for
approval
Select any Entity Name from the 'Organisation Name' drop down list
Verify the ABN shown is correct
Enter the Contact Name for ATO purposes
Enter the Authorised Person - this is the person who would have traditionally signed the
Payment Summaries
Verify phone and address details
Add all Entities available to the Selected Entity box

Verify the 'Year End' displayed is correct
Select Production from the 'Run Type' Drop box
e ‘Test’is only selected if sending test magnetic media data to the tax office for
approval
Select an Entity Name from the 'Organisation Name' drop down list that is for the ABN
you are processing (you may have a number to choose from)
Verify the ABN shown is correct
Enter the Contact Name for ATO purposes
Enter the Authorised Person - this is the person who would have traditionally signed the
Payment Summaries
Verify phone and address details
Add Entities connected to that ABN into the Selected Entity box

e Double click on the name to move one across at a time
OR
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¢ Use the Entity Group Drop box to assist with this selection

e This grouping is maintained

If you are an outsourcing company (i.e. are a separate organisation contracted to complete these
Payment Summaries on behalf of your clients business):

1. Tick the Outsourced boxin the top left hand corner.

2. Complete the Organisation Name, Contact Name, Authorised Person, Contact Phone / Fax,
and Address details with your own business’s contact details.

3. Proceed following the Instructions above for either a single or multiple ABN system

1. Review allowances and deductions that need to be itemised separately on Payment Sum-
maries.
a. Those that have the Pay. Summ. Type column ticked will automatically be selected
and displayed on the right.
b. Add orremove as required
c. Please do not list Super Pay Types here.

d. Please see See "Payroll End of Year: Preparation" on page 177 more information

Select what type of employee/s you wish to produce Payment Summaries for. Based on this
selection some options maybe disabled

It is highly recommended to preview all Payment Summaries before issuing to verify they
are correct. To do so, click on Print, then Preview.

The current Payment Summary Report template will automatically be downloaded into your
system as part of the Payment Summary process. You will need to check you have the appropriate
template in case this download fails. This can be done by checking the version number shown in
the bottom right hand corner. This should read ‘ver.2014’. If you are not running the current
Payment Summary template, please contact the support@accrivia.com.au to correct this.

Follow steps for 'All Employees' and Print/Preview steps to check the Payment Summaries:
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The Version date is 2014, as specified above
The line below the heading reads "Payment Summary for Year Ending 30 June 2014"

Allowances and Deduction are showing as expected

> wnN e

Reportable Employer Superannuation Contributions are shown if expected:

a. You can compare these figures to the Super Summary Report run for the Financial
year
b. Refer to the Salary Sacrifice and Employer Additional Columns

5. RFBT and Lump Sum E figures are shown (if entered)

6. Number of payment summaries produced:

a. Ifthere are no ETP payments during the year, then the number of Payment Sum-
maries will match the number of employees paid in the Financial Year for the ABN
you are reporting on

b. Employees who received an ETP will have 2-3 summaries produced. Add this
number to your total to check.

c. e.g50employees, 1 with a single type of ETP =51 Payment Summaries to be

produced.

Will produce only a printed and /or emailed Payment Summary for the selected employee.
Payment Summary Annual Report (empdupe) file cannot be produced
1. Enter Employee Code
2. Click EmAIL and/or PRINT
o EmAIL will not be available if the employee does not have an email address

entered.

Will produce Emailed Payment Summaries for all Employees with an email address, including
terminated employees for Entities selected. Will produce the Payment Summary Annual Report
(PSAR) (empdupe) if ticked

Please be patient with this process if you have large number of employees
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1. Tick 'Create Empdupe File'if required
a. This file will be produced when EMAIL or PRINT is clicked
b. You will be prompted to save the file
o Keep the file name as empdupe
o Additional files still have the name empdupe, but will need to have different file
extension eg. empdupe.a0l and empdupe.a02
c. Note the location of this file for later retrieval
2. When EMAIL or PRINT is clicked an archive of the payment summaries will be archived in your
Payroll PDF's folder
3. Printing Payment Summaries (also used for Previewing the Summaries before issuing)
a. Note this prints ALL employees in the selected Entities
b. Click on the PRINT button.

c. There will be the option to PRINT or PREVIEW.

o

PRINT will Print straight to the printer

e. PReviEw will display Payment summaries

o APDF of the Payment Summaries can be manually saved at this point
e Print can also be done at this point

o Follow these steps for checking the Payment Summaries before issuing.

4. Emailing the Payment Summaries
a. Ifthe empdupe file has already been produced and if it does not need to be rec-
reated, then Untick the 'Create Empdupe File' option
b. Click on the EMAIL button
c. The Payment Summaries will be emailed according to your system settings. Imme-
diately or handled by the Bulk Email facility

d. Only those employees with an email address will be emailed

Will produce Printed Payment Summaries for all Employees who do not have an email address
against thier Employee File, including terminated employees for Entities selected. Will produce the
Payment Summary Annual Report (PSAR) (empdupe) if ticked

Please be patient with this process if you have large number of employees
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1. Tick 'Create Empdupe File'if required
a. This file will be produced when EMAIL or PRINT is clicked
b. You will be prompted to save the file
o Keep the file name as empdupe
¢ Recommend to save in folder for entity, to keep seperate
o Additional files still have the name empdupe, but will need to have dif-
ferent file extension eg. empdupe.a0l and empdupe.a02
c. Note the location of this file for later retrieval
2. When PRrINT is clicked an archive of the payment summaries will be archived in your Pay-
roll PDF's folder
3. Printing Payment Summaries
a. Note this prints only employees with no email address in the selected Entities
b. Click on the PRINT button.
c. There will be the option to PRINT or PREVIEW.
d. PRINT will Print straight to the printer
e. PRreview will display Payment summaries
o APDF of the Payment Summaries can be manually saved at this point
e Print can also be done at this point

o Follow these steps for checking the Payment Summaries before issuing.

How to complete the PAYG payment summary —individual non-business’ (NAT 3388) can
be downloaded from www.ato.gov.au

Next Step:

See "Submitting the Payment Summary Annual Report (PSAR) (empdupe) file to the ATO."
below

See "Payroll: End of Year" on next page

You can no longer lodge your file on electronic storage media
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http://www.ato.gov.au/

In the past you may have lodged your annual report using disks or flash drives. The ATO are closing
this service and you will now need to lodge your report online. This will save you time and provide
better security for your information.

You can save time by lodging your annual report online. To lodge online you will need an AUSkey
which protects the security of the information transmitted.

e You can register for an AUSkey at: www.auskey.abr.gov.au

e You can lodge your annual report online by using the file transfer facility on the business por-

tal at www.ato.gov.au/businessportal

e Go to www.ato.gov.au/onlineservices for more information.

You can also use your AUSkey to access other online services including:

o lodging your business activity statements, TFN declarations and other reports
e checking your tax account balance and update your registration details, and

e adding or cancelling registrations for PAYG withholding and GST

Related Topics:

See "Payroll: End of Year" below

The option will:

e Zero the Year to Date balances for each employee
o Down load the tax tables for the new financial year

o Lock any further processing of payruns in that Financial Year

This is to be run as an overall End of Year Procedure

It is vital that a backup is run before processing End of Year and that Payment Summaries
have been produced.

The new tax tables for the 2013-2014 financial year will be downloaded as part of the End of
Year process. This requires that the workstation you are running this process on be
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http://www.ato.gov.au/onlineservices

connected to the Internet. If this process is unsuccessful, please contact
support@accrivia.com.au

Select

1. Setthe System Date to 30/06/2014 (i.e. the last day of the financial year). Click [OK]

2. You will be asked ‘Run Payroll EQY (Yes/No)'. Type ‘Yes’ in the confirmation screen and
click [OK].

3. Aprompt will say “EOY Completed. Press OK to download and update the tax tables with
the latest information from the Accrivia FTP Server”. Click [OK].

4. You will then be asked if you want to Update Tax Scales. Type ‘Yes’ and click [OK].

5. Ascreen will be displayed showing the update progress. When completed, you will be
shown a message saying ‘Update finished’.

6. Ensure that the tax rates have been updated by opening the

screen and for tax rates 1to 7, ensure that the “Last Update” field shows 01/07/2014.

Next Step:
See "Payroll: End HSR Option" below
See "Updating Super Guarantee Rate Percentage" on page 191

The option resets employee leave entitlements as part of the Year End
processes.

Details of each employee’s Long Service Leave, RDO, Holiday and Sick Leave Hours accrued, are
recorded in the . At the end of the
year (calendar or financial), you can run the End HSR option to reset these totals to reflect the
hours of leave taken/owed for the next year:

e ‘..Hours Taken’ fields for each leave type are reset to zero.

e The balancein the Entitled field becomes the balance in the BOY and Accrued fields.

Accruals prior to the End HSR process being run
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=
ﬂ Employee File Maintenance (== =]
Datails] More Details} Motes ] PTDATD  Accruals ]Tax } Defaultsl Super } Entitlamentsl Pay Typesl Quitl?
Employes Name [BRAD APPLE
Spstem Defined
Personal Days Per'ear|  8.000000 Lang Service Days Per Year (0.000000
Perzonal Hours ‘Weekly 1.230763 EOY Lang Service Hours Weekly 0.000000 BOY
Personal Hours Acorued | 28307693 Enfitied Lana Service Hours decnued 0.000000 Entitled
Personal Hours Taken 0.000000 28307693 Long Service Hours Taken 0.000000 0.000000
Long Service Interest Rate 0.00
Holidays PerYear| 20.000000 RDO Days Per Year 0.000000
Holiday Hours Weekly 3078923 BOY RDO hours Weekly [ RDO Granted
Holiday Hours Accrued | 70.769231 Entitled RDO hours Accrued 0.000000 Ertitled
Holiday Hours Taken | 24.000000 46.769231 RD0 Houwrs Taken 0.000000 0.000000
User Defined
Time in Ligu 0
| | | > | L | + | - | | | Show Teminated [~

Accruals after the End HSR Process has been run

,@ Employee File Maintenance ‘E”EHE'
Details] Moare Details] Nates ] PTDAYTD  Accruals ]Tax ] Defaulls] Super ] Entitlements] Pay Types} Qudtlk
Emplopee Name [BRAD APPLE
Sestem Defined
Persaral Days Pervear | 8000000 Long Service Daps Per'Year|  0.000000
Perzonal Hours Weekly 1.230769 BOY ESGUUUUU Long Service Hours Weekly 0.000000 Boy | 0.000000
Personal Hours Accrued | 28.307693 Entitleq Lang Service Hours Ascrued 0.000000 Entilled
Personal Hours Taken |0.000000 28307633 Long Service Hours Taken 0.000000 0.000000
Lang Service Interest Rate 0.00
Holidays Per‘vear | 20.000000 ADO Daps Per'vear|  0.000000
Haliday Hours Weekly 30768923 pOY BE.700000 RDO hours Weekly [~ RDO Granted
Holiday Howrs &ccrued | 46.769231 Ertitled RD0 houws Accrued 0.000000 Entiled
Holiday Hours Taken 0.000000 4769231 RDO Hours Taken 0.000000 0.000000
Uszer Defined
Tirne in Lieu ]
|“|‘|’|”| l"|-| | | Shaw Teminated [
1. Select PAYROLL | END | END HSR.
2. Type ‘Yes’ to run this option. (This is case sensitive and must be typed ‘Yes’.)
3. Click [OK] to continue or [CANCEL] to cancel this option.
4. This will reset ‘leave hours taken’ to zero and adjust accrued entitlements accordingly and

enter the net balance in the Balance at End of Year Field (BOY).
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Update Tax Scales/Tables

Tax tables are automatically updated as part of the End Of Year Roll Over Process

See "Payroll: End of Year" on page 188

If for some reason the tax tables were not downloaded as part of the EQY process you can
download them again via this option.

Type ‘Yes' if you wish to download.

To check to see if you have the latest Tax tables go to PAYROLL | FILE MAINTENANCE| Tax
Codes screen, select a Tax Code from the drop list and view the “Applicable from” date.

/4 Tax Code File Maintenance o ] 4|

Tax Code: IE =l i Add | o’ Qeletel

Description:  With Tax Free Threshold
Applicable From: 01/07/2012

Less Than |A B | ﬂ
ld $355.00 i 0
$395.00 019 B7.4635
| $464.00 0.29 1069673
| $711.00 0.205  B7.4638
$1.282.00 0.3427  165.4424
$1,538.00 034 1613309
| 3348100 0385 231.2118
$999,999.00 0.465  508.1347

=

If you receive an error with downloading please contact support@accrivia.com.au

Updating Super Guarantee Rate Percentage

The following steps are for updating the Super % for the new Financial Year. Please refer to the
ATO or your Accountant for the applicable percentage rate and date of effect

Please run a Backup before proceeding
**The % figures below are just an example to show how the process works- please do
not use for updating purposes**

1. Select FILE| SYSTEM SETTINGS | PAYROLL Tab
2. Double click in the Super % Field in the top left corner
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You will be prompted:

Changing this will result in updating the default super rate for all employees currently on 9% to the new rate entered.

At the completion of this process you will be notified of any employees that weren't on 9% and were therefore not updated.
There is no "Unda” functionality for thas action, Continue 7

Click [YEes] to proceed
Enter the new Super % rate and click [OK]

This vl nesult in Lpdaing Bhe defauit super rate for all empleyees aurently on 5% o 5.25%.
At the coerguebon of s process you el be rotfed of Sy S vees that weren T on 5% & were Therefor s Fot upaated.
There i na Urdo” functionallty for thes action.

Conbrue (fesiio) 7

[res
[ ] _owa |

Aresults screen will be displayed. Please review and copy the message for your own records

if required.

Mon teaminuted Emplopes Count updated : 11
Teminated Emplopes Count updated [in case they'ne nenstated) : 2

Employees NOT Updated
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PAYROLL:HOW DO I......

See "Payroll: Reproduce payroll reports/EFT file for a closed payrun" on next page
See "Paying Annual Leave in Advance - manual method" on page 195
See "Cashing out annual leave" on page 196

See "Payroll: Actual & Accrual Hours and affect on leave accruals" on page 196 for an
understanding on how Accruals work

See "Payroll: Set up User Defined Accruals" on page 206

See "Process Paid Parental Leave" on page 209

See "Reconcile Payroll Module to General Ledger" on page 216
See "How To: Child Support Deductions" on page 218

See "Payroll: How to process wage payments when no bank account details provided (Wage
Parking)" on page 220

See "Payroll: How to process a Negative Payrun" on page 219

Payroll: How To Adjust Leave Taken, Where
Incorrect Leave Entered

There are times where the wrong type of leave taken has been entered into a payrun.
The recommended way to correct this, is to process as part of the normal payrun.

This is so the employee can see on their payslip the correction of leave and there will be a
record in their accruals of the adjustment.

The instructions below are for where the S amount of the leave adjustment is zero

Process your payrun as per normal
Ensure the employee who requires a correction has the pay entered.
Take note of the net amount of their pay

For each type of leave to be corrected, there will be two pay lines entered

ARSI A

Insert a line for the leave paid incorrectly.
1. Entertheleave type and date range

2. Enter the hours taken as a negative
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3. This will reduce the overall $ value of the pay
6. Insertaline for the leave that should have been paid
1. Entertheleave type and date range
2. Enter the hours taken as a positive
3. This will bring the pay back up to the original amount

7. Ifrequired enter a payslip comment just for that employee explaining the adjustment

If correcting to Annual leave with leave loading, you will need to insert a 3rd pay line
for the Leave loading pay type, this will increase the overall pay.

I Pay Posting - 801 o |[= ][ =
Periodz Super Hourg Accruals G |
Employee [CHANGTE7 Ia“| 1| pate = | 95 || Mormal 38.00 Thiz FRun Tat Inc [DSEEI;DC $855.77
i<| 4| b Bt ||scoual| 1 ||Amount|  sm3o| OT| 000 RDQ Hrs| | ROO |
Name GLEN CHANDRA Displap Options Total| 3600 || AfleaveHrs| 2323 8769 Gross $855.77
[DefRiate: $22.5202]  Summary @ Group KMs| 000 || PersonalHrs[ 1462 | o165 Tat|  $14200
Status FullTime Select column to group by AT.AD $0.00
Award " Department * PayTupe " Job Na Met $71377
Pays lTimesheet] T emmination
Pay Type Department |Slall Date |End D ate |Hls:Mins |HourstM |Hale |Amounl |Awald |E -
4 MANAGER 22/07/2014 23/07/2014 1512 16,2000 $22.5202 $342.31
ORDINARY MANAGER 38:00 38.0000  $22.5202 $855.77
SICK PaY MANAGER 22/07/2014 | 23/07/24 A1512 152000,  $22.5202 43423

Enter as negative

P fi k ending: | 1 Aug 2014 855,77 - 3
ay un for week ending g Total Gross $ (4] | 122 Defaylt | Reports |
Payslip Message: Tokal Tax $142.00 :
Leave comection mads for Annual leave s Befresh | aé Clr Emp | =3 Cho/EFT |
orginally entered as Sick Leave Total A T. All/Ded $0.00 . .
Al Total Net 71377 | i gfonm | |

Payroll: Reproduce Payroll Reports/EFT File
For A Closed Payrun

In the event that a file and or report has not been produced before a payrun was updated, there is
the ability to restore the payrun to reproduce those files.

1. Goto , select the date and division of the payrun in question and click

[Ok]
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2. Click the [RESTORE] button, select the date of the payrun from the drop box and
select the last time/dated run to restore.

3. Check the details to ensure that it is the payrun that you require.
e Compare Gross, Tax and Net figures to existing reports for that pay period
4. Reproduce any files/reports required.

5. The payrun must be cleared by clicking [CLR ALL] before exiting, do not click [UPDATE]

Warning

YTD figures and accrual balances on payslips will not be correct

Please contact Your Accrivia Support Teamif you need to reproduce payslips.
Warning

This functionality is to be used with extreme care!

See "Payrun: Backups and Saves" on page 132

Paying Annual Leave In Advance - Manual
Method

As you are free to modify any or all of the default pay settings, you are able to pay employees in
advance.

Please note this is the manual method for processing annual leave in advance. There is an
automated method of PiA.that is recommend for paying multiple employees in advance (eg
Company Closure over Christmas)

See "Pay In Advance Function (PiA)" on page 134

1. Gointo Pay Calculate to process the employee’s normal weekly pay.

2. Manually add the Annual leave and Leave loading (if applicable) pay types and hours to
the existing pay run.

3. Adjust the tax weeks to reflect the number of weeks of annual leave plus the current pay
run.

4. Adjust the Holiday/Personal/RDO field to the number of weeks of annual leave plus the
current pay run

a. Ifthe accrual period is not a full week, the accrual hours can be manually adjusted

b. Double click the Accrued hours field to open the Accrual adjustment window
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c. Enterthe number of hours the accrual should be based on
d. Click Calculate and Apply
5. If required: Click the entitlements button and manually calculate the amounts for this pay
run
6. Recommended to add a payslip comment against the employee

7. Continue to process the pay run as per normal

An employee who is paid in advance (and has defaults set up in the system) will still be
included for payment in the next pay run, and must be manually de-selected from the pay
run to ensure that they will NOT be paid twice for the same period.

Cashing Out Annual Leave

For the payment of leave balances on termination, please refer to the Termination process

For the payment of leave to be taken in advance please refer to Paying Annual Leave in Advance

For the payment of leave as cash whilst the employee is still employed please contact Your Accrivia
Support Team for assistance.

Payroll: Actual & Accrual Hours And Affect On
Leave Accruals

The accrual and actual hours are controlled by the Employee File Maintenance Screens. These two
settings are used by the system for the purpose of calculating the various payroll accruals.

Actual hours are the number of hours an employee usually works per week.
Full-timers are normally set-up with 38 or 40 hours.
For part-timers it is their standard number of hours per week e.g. 20 hours

For full-time employees the difference between Accrual Hours and Actual hours usually being the
amount of RDO accrued (only relevant in industries that have RDO accruals).

Are the number of hours that are paid to achieve the full accrual ratio for holiday and sick leave.
The accrual hours also interplays with RDO accruals. Normally set at 38 hours.

The weekly accrual hours is used when determining leave accrual requirements.
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Leave Accrual Workings

20 days annual leave for a 40 hour work will mean that 3.076923 hours will be accrued each
week. If the work week is 38 hours then the hours accrued each week will be 2.923077 in order
to achieve 20 days of annual leave

It is advisable to have the option of Auto Adj leave Entitlements option ticked. This enables the
system to adjust an employee’s accruals based on the actual hours worked by the employee
for the pay period. This is important for part-timers who may work variable hours.

Go to FILE| SYSTEM | SETTING — PAYROLL TAB to check your settings.

ﬂ Drvision Maintenance / System Preferences |o || = | =

Jobs$ | JobsQuote |  Ledger |  POFRepote |  DataTiaster | Emading/ Automaled Repotng |
Division | Tax | Bank | System | Dates Coeditors | Debloss | Debtors2 | Debtors3 | POS | lnventony | Jobs |

Super Leave EntHlements User Defined Accrual
Supes X 9 Super Gios: Min $450.00 Hobday Hows Perwesk | 3077 One |Tw-:- | Thea | Fou ]

REST Super Plan 1D £1'feal Petsonsl Hours | 75.000
W Houly
REST Super Employer Mo, 31 76.000 . .
- Auto Adf Leave Ent [ [T I Lies
Minirmum Supes Remaval Hes

Service Start 7
Supes EOM W Casual [T Part Time [~ Full Tivee Lo frears|

Part-Time Employee Example

For this example we will be using an employee who works a 25 hour week and the standard
work week is 38 hours.

Set-up the hours as highlighted below:
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I Ermployee File Masterance (=@
More Detals | Motes | PTOATD | Accrusy | Tax | Defouls | Super | Ervilements | Pay Types | Quallications | Changes Log | Study | Resowce 2|
Employes Code[GOTREL Supad
i i ot Coce| Suee Eund[SUPER CBUS ]
Harrss | | tCotd %[ 900 ws|
Sumame [GOTH
Awaditbove 5[ 200§
ckdess |123 S0 LANE
l pddcndMimem| | €00
Subuh/Staie/Prode [FLEASANTVILE  VIE  [333 Mserbe Mo
Pheors / Abeinae Mo [122545664 [ | -]
Bith Date [ 220061576 35%m of Age Empioyes Class [ QUALIFIED -]
Payengrt Periocd [WEEELY - Pusiticn [ADHINISTRATION
L-u'gﬂt.l’gnnlnlf."ml - - Emplogee Tm[wg-mm]

Dtk Rabs $25.0000 | FulTme™ PotTive® Cosuall™
Aokl Accausl Hous ] Salwy [
Weekly Ackus Hous | H ™ Commerccod Full Teve/Pont Tava: [O170872001

Toeeriee, [SEFILE { & Fomaly Commepeod Casual [ 7 7
Tine Clock Ma | Bleerk Dok Pay Type [HOURLY k|
DefmdDegt [WoGES =] i = | Teminaied | / /
Use Timehest [ Siaet Tiery (053000
nmml End Tims [15:00

|a[ <[ = [m] #[ =[]~}

Show Tesminated [

Set-up the leave accruals — 10 days personal and 20 days holiday leave is common; change where
required by a work place agreement. The system will calculate the Hours Weekly amount based on
the Accrual hours defined in the Details tab of the employee

S Ernpioee File Maintenance [eal=]
Detads | Mass Dotads | Metss | PTOATO[Accril | Tas | Datsuts | S | Eraemerts | Py Typos | Qusbcstion: | Charges Log| Snusy | Resource 2|
Exmplespen Maern [RELLA GOTH
Systom Difiresd
Peisoresl Dags Per Yo | 100000000 M$mwﬁ'ﬂ.l 433353
Personal Hou weekly | 1461538 ROV | Long Senvice Hous Wesldy | 0633533 B0 |
Botsorul Howes fcenasd | DU00OOO0 Eriileq LEM0 Service w:wl (0000000 Eriied
Perional Hours Teker | (U000000 I 000000 Lang Servics Hows T-i.-ml 00000000 [T
mﬁmmﬂu| ]
Holdaygs Per e | 20 000000 Hm[h“ﬁu"fwl [T
Holdey Hours Weekly | 2903077 ROV | ROO hous Weskle [ 0000000 [ RO Granked
Hghday Hours Acensed | DUDNOD0D Erdiisd HDI:IMMI 1000000 Eritied
Huolefgy Hours Teken | QOD00GD | 0000000 RO Hous Taken | 000000 [ 00000
Ut Drelined
Tiress I Liesa
Leal <[ »[w] ¢[=] ] Show Toand
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When processing the payrun the system will calculate the leave accruals for the pay period
based on the actual hours worked, the example below is a 25 hour work week:

B Pay Posting - SERVICE

=30 i
Empkea [GOTEEL o S T G e ADO [ 962500 Rpo| Gt [ 500
— SELLAGOTH Defate 520000 [T 29]) Eriitomerts | | Te[ $Em
Super Aot | 15625 TacPesd: [ 1 '?_“‘E'f'ufncf“g Grone Hebdw Hie| 19290 JaTam | $0.00
Supes Flate | E] pﬁm:ﬁgﬁrh ?_*gle;ﬁ:?lup?mb?_ T Patsoru His | =15 Het 55500

Paps | Timeshest | Termination |

Department Job Na [Sect Na[Pag Type [Stant DateEnd Date |Diviion |Howrs /M| Rate lamourn  [Amasd [Hrs: Ming| Commena | -
¥ HOUALY SERVICE 0000 50000 52500 2500

Standard weekly accrual hours x hours worked +standard hours per week = Hours Accrued

e 2.923077 x 25+ 38 =1.9231 Holiday hours
e 1.461538 x 25+ 38 =0.9615 Personal hours

Example below is for a 20 hour work week:

S Pay Posting - SERVICE = @[z
Empdoyes [GOTHEL IR 0 Gt Inc ADD [ 350000 Ao Gioss [ 950000
e [Bo] 3| Eriitemeris | AO0 H Tw[ 00
Supergeronrd | W50 TaPesods | 1 - suf“"ﬁ:"; B ?MyHl:! 155 1.0 | w000
swakds[ 9 pesniota] 1 Stectcmnogoaty | Pasond o 7% | we[ sas00
P |Tme-.|rl.'ﬂ| Termination |
[Depanment [dob Ne [Sect Ma|Pay Type [S1an Date] End Date |Division |Houss/EM| Aate [Awasd [Hes:Mins|Comment | -
[Mwases HDURLY SERVICE 200000 150000 200

Standard weekly accrual hours x hours worked +standard hours per week = Hours Accrued

e 2.923077 x 20+ 38 = 1.5385 Holiday hours
e 1.461538 x 20+ 38 =0.7692 Personal hours

Even if a part-time employee’s actual hours work exceed their accrual hours, they will
not accrue more than the full-time rate of accruals.

Full-time Employees (No RDO)

For Full-time employees who do not entitled to accrue RDQO’s, set-up their details as follows.
Please note for this example we are using standard weekly hours of 38:
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. Employes File Msintenance = &) =
Huebmkl Motes | FTDATD | Accrsss | Taw | Defauks | Super | Entidements | Pay Type: | Qualicaions | Changes Log | Study | Fesouce 2|
Ermployes Code [GOTBEL B Edpod| [ S Soom E[SFERGS 3]
SE:: I:ELTL: [ tCootib %[ 900 ws|
Addesss 123 5IM LANE ] O]
| AddbondMinmmun| | 3000
Subub/SisteFlode [PLEASANTVILLE [ [3330 Member Nol
Ehone / Abemate No |1 235456634 [ pwd| =]
Bt Date[205NSTE 35 is of Age Enployee Class[QUALFED  _v]
PaymgrtPeriod [WEEKLY =] Pusiion [ADMINGTRATION
Lisgest/Sraslest Coin = = Emplopee Type | Wiork Houe |
Deloitioh Rate $25.0000 [ FulTime @  Past Time[™  Casusll™
Heekly Acciudl Hours 7] Saluy ¥
WeekphctHows [ B|| e Commanced Ful Time Pt Time 010972011
Dirvision |SERVICE & Female Commenced Casual [ 7 7
TeaCkckMo [ [ Shudent DefohPay Type [HOUALY =]
Defodt Dept. [WhGES =] =l Teramaed [ 77
Uze Tmeshest [ Stait Tinas | 0000
Dhafomdt Shabas li End Tina M—
Il-ll'l|l=|l'l| +|—|J|x| Show Teminated [

The accrual and actual hours match, as there is no need to stipulate additional hours worked for
RDO purposes

Note that if the Salary option is ticked, the employee will accrue a full entitlement of leave
regardless of the amount of hours they work.

Set-up the accruals as per the Part-time employee example.
Full-time Employees — (RDO accrued — Time in Lieu method)

Where employees accrue RDO’s by working additional hours per week to be held over and taken at
a later time.

In this situation employees normally work a 40 hour week, but are paid a 38 hour week.

¢ Normal hours 40
e Less RDO hours 2
¢ Net hours paid 38

They only accrue RDO’s on weeks where they actually work. RDO’s are not accrued on whole weeks
which are taken as Holiday or Personal leave, as the employee is not able to work those additional
hours. In those weeks they are paid 38 hours in total. Where there is a mix of days worked and
leave taken, the RDO accrual amount will adjust proportionately.

In this example, the employee works 2 days and has 3 days or leave:
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e Normal hours 16

e Leave hours 22.8

e Less RDO hours 0.8
e Net hours paid 38

Set-up the employee as follows, we are using the example of an employee who works 40 hours
and accrues 2 hours of RDO per week:

) Employes File Maintenance l?'?'l?l
| Dietads | ou Distads | Motes | PTDATD | Acciasls| Tax | Dedauls | Supes | Entidements | Pay Types | Duaiications | Changes Log | Shudy | Resouce 2|
ExhpeCobfOTEL  Reapodl [ e ]
Cram—
sm;?:: tConb %[ 900 wg|
Bdceees [123 5IM LANE oo D O .
AdSoodMrioun| [ 908
St/ Slate/Pode [PLEASANTVILLE N EEEE) Member No
Fhane / Ahemate No 1236456634 [ e
Binh Date [28/0511576 35 iz of Age Empioyes Claes[QUALFED  +]
Paymert Peiod[WEEKLY =] Postion[ADMINISTRATION
Lesgest/Smaliect Coin || = Err-nlwoﬂm|wmm.u]
Defauilob Fate $25.0000 | FlToe#  PatTwmel™  Cosud[™
Weekly Accrusl Hours ® Salap [
Weekyhctbors[ 0| i Commenced Ful Time/Part Time [I1708/2011
Division |SEFVICE | & Femole CommencedCasual [ 77
TeeClockNo [ [ Stwdent Defouk Pay Type [HOURLY |
Diefoult Diept. [WaGES - | =] Temmnated [ 7/
Use Timeshest [ Stat Tene 0000
Defwat Seatus [ EndTme [0000
il | e ] #] =] ] x| Show Teminsted ™

Set- up the Personal and Holiday accruals as per normal. Enter the RDO accruals as 13 days per
year. If the Weekly Actual Hours field is set at 40, then the RDO weekly hours will automatically
default to 2 hours.
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=1 il )

S Empleyes File Maintenance
Detads | More Detads | Motes | PTOATD [Bocish | Tax | Delauks | Supes | Eretlemerts | Pap Types | Qualicssons | Charges Log | Study | Rescusce 2|
Emglopee Mame [BELLA GOTH
1 Syzbem Dadresd
Personal Days Per'fear | 100000000 Lorg Senvice Diays PerYes| 4333313
Pm.llerWHkh'[ 1461538 8OV | Long Senice Hows Weskly | 0633333 g0
Eumul-lm:ﬁ.mndl 0LOD0000 Ewlmsmiul-hnﬁmudl 0LOD0000 Eriitied
PeisonalHours Taken | 0000000 | 0000000 Long SgrviceHouws Taken | 0000000 | 0.000000
Long Service Interest Fale .00
Hokdays Per ear | 20000000 ROO Days PerYes | 13000000
Holiday Hows Weekly | 2923077 BOY | RDO hows Weekly | 2000000 | ROO Grared
Highdaye Hous Accrusd | 0000000 — RDO bous Aconed | 0000000 Eriiad
Hokday Houss Taken [ 0.000000 0.000000 RDO Hous Taken [ 0.000000 0000000
[ Uzex Defirmd |
Timee I Lo
L] o] o] #[=]]~] Show Temisted

On the employee’s payslip the pay types are displayed with the 40 hours worked and the

deduction for the RDO accrual:

Pay Type Chamnnty Raes Grage
ROOACCRUAL -2.00 $25.0000 5-50.00
hi
PAID NORMAL HOURS WORKED 8 hours net | 4500 $25.0000 $1,000.00
Gross: $550.00
Tax: £168.00
Afer Tax Alowasces @ £0.00
Afer Tax Deductons £0.00
Met : $782.00
SUPER CBUS Fand Contrbution : 58550

This Pay Run Bank Distribution

Gross :

Tax:

Alter Tax Allowances
Alter Tax Deductions :
Met:

Annual Leave Hours Balanee
m »
ROO Hours Balance

Yearto Date Tatals [including this Pay Run) -
£950.00

-5168.00

$TE2.00

$0.00

Bk 1 o Fd-

$0.00

2520
200
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When processing the pay run the amount of RDO hours being accrued can be viewed at the top

of the Pay Posting header

Y Pay Posting - SERVICE = |3 =

Empkopes [GOTBEL LIRS S 0 Gt IneADD [ 9100000 |Roof +0m | Gress [ 000

— BELLAGOTH [Defftate: 127 000) [roues 40| Eniitements | RO0 Hi 7| tx[ vmm

S ot | 55 TaxPesod i o = Grng HebdwHu] 299 Rian| 00

Supes Flaste | 9 pg =H!ﬁ|‘g'ﬁr 1 Sr‘e&l:ltdmmp?m.pb?_ 1 | Petsonal His 14615 Met|  $7E200

{ =)

Pays | Teahest | Tarmnation |

Department Jub N [Soct Ho| Pay Tppe [5haet Dake|End Date |Divizion [Hours/KM|Rate [Amouedt  [Amaed  [HeeWine|Comment | -
¥ HOURLY SEFVICE MO0 4250000 $1.000.00 000

Full-time Employee - RDO as Entitlement

Where RDO’s are accrued as an entitlement (i.e. regardless of hours actually worked), the
employee file needs to be set-up in a different way. Note that RDO's will accrue at the same rate
each pay period, even if the employee has taken Personal or Annual Leave.

In this example the employee:

e Works 40 hours per week,
e Accrues 2 hours per week

e Thenet pay is 38 hours

o Allleave types are accrued on 40 hours per week —to account for the fact that 2 Hrs RDO

will be deducted.

e The 2 hours of RDO accrual is deducted regardless of the whether the employee has

worked the week, was on leave or a mix of both
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[t Mors Detals | Hotes | BTOATD | Aconssts| Tax | Defouks | Super | Entilmeets | Py Types | Guakications | Changes Log | Sty | Besousca 2
e o[BI | Reane] [ s
Mames [BELLA [ KComit 5| 500 s [
Sumame [GOTH
fchess | 123 5IM LANE T L C -
| AddtondMriem| | 900
Subub/Siote/PCode [FLEASENTVILLE [WIC 3333 Mesnber o]
Phane / dtwinste Mo [1 225458594 | Drpeed =
BithDate[ZEATE 35 Yis of Ago Emphges s [QUELPED. =]
Pamart Peod [WEEKLY =] Posiion [ADRINIG TRATION
LagestiSmadest Con[  =]| =] Erployee Trpe | Wk Hous |
Defotidoh Rt | LS00 | FlTemF  PetTimal™  Cosual [
Wenkly Bcnasl Hoos | 40| Sabary [~
ieskly Achasl Hous | || = Commerced Full Time/Paet Time [01/02/2011
Divizion [SEFVICE & Fomas Commegeed Cannl [ /7
Timme Clock Mo Shudent Dt Pay Type [HOURLY -
Defonit Depd. [WinGES =] =4 Teminated [ 77
Use Tansthest [ Start Time [0
Dl Status | Erd Tene [0DD0
[ o[ <[ >[>] #]=]]] Show Taminoted ™

Set-up the leave accruals — 10 days personal and 20 days holiday leave is standard; change where
required by a work place agreement. The system will calculate the Hours Weekly amount based on
the Accrual hours defined in the Details tab of the employee. Note that the Hours Weekly amounts
are higher than when accruals are based on a 38 hours week.

Tick the RDO Granted option - this ensures that RDO are accrued regardless of hours worked.
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B Employes File Maintenance [SlEi=]
[[Detads | Mcee Detais | Motes | PIDATD Aconmls | Tax | Delaus | Super | Entilemants | Pay Types | Qualiications: | Changes Log | Study | Resuece 2|
[ Ermphyee Hame [BELLA GOTH
S patecn Diefired
Personal Diays Per Year | 10000000 Long Service Diaps Parven | 4333033
Personal Hous Woskly [ 1538462) BOY [ Long Service Hows Weskly [ 0686667 BOY |
Pesscel Houss Accsuad | 0.000000 Ersitleq LOND Service Hours Acesud | 0.000000 Exifed
Personal Hours Taken | 0000000 | 0000000  Long Sgrvice Hours Taken | 0000000 [ 0.000000
Long Service Inierest Rate [ 0.00
Hokdays Par es | 20000000 RO D aye Por Yo [ 12000000
Hobdsy Hous Weekly [ 3078923 B | RDO hours Weekly | 2m|F Hl:ul:llsramdl
Highduy Houss Acceusd [ 0.000000 Eritiod ADO houws Accnsed [ 0000000 o
Holiday Houss Taken | 0.000000 | 0.000000 A0 Hous Taken | 0000000 | 01.000000
Uses Defined
Teslnblew [
o] <] o]o] #]=]]] Show Teminsed|™

You will notice when processing the payrun that the RDO accrual amount is set. In the example
below there is a mix of days worked and days taken as leave. This has no effect on the RDO
accrual

1 Pay Posting - SERVICE = [&=]=]
Employee [GOTBEL :lﬂ_' s 0 Gross Inc ADO [ A00000 | OO #5000 | Gecss | 895000
Hame BELLAGOTH [Difatz: 1500004 Hous 30 Eriitemeris R Hu| 7| 1w vEm

Brsaed .
Superdmonrt [ 95550 lspm!|—1 El_wdwﬂmw'r_ e HobdpHir] 30763 ATAD | $0.00
" 1538 T2 00

Supes Rlate Ry .4 ?_Tﬁmp?mt:y_ e Passerial Hi Het|
Pags |Tw| rum.ahm|
[ [Pay Type |Department [Jab Mo Sect NaStan Date|End Date |Division [HoursM[Rate v [Hes: Wins| Comment | -
HIANHUAL LEAVE  WAGES SEFMICE kL 400

HOURLY WAGES SERVICE 0000 4250000 440000 1600

On Termination

Annual leave is accrued based on a 40 hour work week. It is paid at 40 hours and the RDO
accrual is deducted, leaving a net Annual Leave pay of 38 or 36 hours paid.

When an employee leaves any Annual Leave entitlements are paid out. Technically a portion of
this entitlement has been accrued in order to be able to achieve a set RDO accrual deduction
for the pay period in which Annual Leave is taken.

As they are being paid out of their Annual Leave upon termination, there is no longer a need to
allow for the RDO accrual as the employee will no longer be around when the next RDO days
are due.
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As such this portion may be deducted from the Annual leave balance prior to paying out on
termination. The Accrivia Termination process allows for this and will calculate the portion
deducted based on the Accrual rate. E.g. 2 hours per week, equates to 5% of the annual leave
accrual. 4 hours per week equates to 10% of the annual leave accrual.

Please note that with this method of accrual that some employers “take back” the portion of the
RDO accrual that is in the annual leave accrual when an employee leaves

Payroll: Set Up User Defined Accruals

This feature is enabled by entering in a description of the user defined accrual on the of

When this has been setup, the ‘Accrual Classification’ Drop List in the Pay Types form will show the
usual four (Annual Leave, Personal Leave, LSL and RDO) and the additional types as defined in the
system settings.

Both an ‘accrual’ pay type and a ‘payout’ pay type need to be allocated to ensure the accrual is
collected and paid out.

1 In , enter a short description of the Accrual you want to
keep track of (eg TIME IN LIEU)
2. Tick if the accrual type is maintained on an ‘hourly’ basis, or leave un-ticked if the accrual is

to track financial values.

—Uszer Defined Accrua
Ote |Tw0 I Threel Faur I

v Hourly

ITime in Liew

A new Pay Classification with the same name as your Accrual will be automatically created for your
accrual type and will be available in the ‘Classification’ drop list in the pay type maintenance screen.

Set up two Pay Types, one for the accrual and one for when it is taken/paid out. Link them both to
the new Pay Classification e.g. Time in Lieu

1. Goto
2. Click on [ADD] to insert a new pay type line.
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3. Enter Description, Details, Pay/All/Dec = Payment, Weight = 1.000, Per = HR

4. In the classification drop list select the new User defined accrual eg. Time in lieu.

For the both pay types the RATE must be S0.00

/A, PayTypes/Allowances/Deductions File Maintenance 1ol x|
Description Details Pay/All/Ded A[ler{g:[ore Weighl‘ Rate ‘ Per |Classification ';I

TERM D TERMIMATION COMPOMENT D PAYMENT 1.000
TIL ACCRUAL TIME OFF IM LIEL ACCRUAL PAYMENT 1.000 $0.0000 HR TIME IM LIEU I—I
TIL P&Y TIME OFF IM LIEL TAKEMN PAYMENT 1.000 $0.0000 HR TIME IM LIEL

| TOWERS ALLOW Al TOWERS ALLOWANCE &wa ALLOWANCE  BEFORE $0.5000 HOUR

|| TOWERS ALLOW EB TOWERS ALLOWANCE EBA ALLOWANCE |BEFORE $0.5000 HOUR

4| | _>l_I

Edit Descl T Add

Start Accruing

An employee can accrue hours/$ by manually selecting the accrual pay type in the Pay
Calculate screen

NOTE: if it is a regular accrual (eg a second RDO type) you can add this pay type and the
number of hours to be accrued each payrun to the Defaults tab of Employee File
Maintenance

1. To usetheaccrual hours or pay out an entitlement manually select the accrual payment
type in the Pay Calculate screen.
a. Hours accrued should have a negative Qty and a rate of S0

b. Hours taken should have a positive qty and a rate of SO

F'aysl Timesheell Terminaliunl
Pay Type ‘Depallmenl Start Date |End Date |B|anch |HuulsIKM Rate |Amnunl |Secl No |Job No |Award
CAR ALLOWANCE  WAGES 18T 1.0000 $153.8400 $153.84
| |HOURLY WAGES 4072z 40752012 1ET 8.0000 $15.3800 $123.04 GR3AWARD
| WAGES 507722 /07202 1ET 8.0000 $15.3800 $123.04 GR3AWARD
| WAGES B/07/2M2  B/07/2012 | 1&T 80000 $15.3800 $123.04 GR3 AWARD
| WAGES 9/07/2M2  8/07/2012 1ET 2.0000 $16.3800 $123.04 GR3 AWARD
WAGES 10/07/2012  10/07/2012 1&T £.0000 $15.3800 $123.04 GR3 AWARD
TIL ACCRUAL WAGES I&T -3.0000 $0.0000¢ $0.00 GR3AWARD |
B TIL Pasy WAGES 1&T 1.6000 $0.0000 $0.00 GR3 AwWARD I

Track Accrual Balances
On the Employee File:

On the Accruals Tab of the Employee File Maintenance screen a custom field for each user
defined accrual will be displayed showing the balance of accrual for that employee.
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Via Report:

On the ReporTs |Payroll [Pay - Accruals tab select the ‘User Defined Accrual Movement’ report to
display the balances for all employees.

To see a detailed breakdown of accruals/payouts for each definition, print the Pay Type — Detailed
report from the Reports -Payroll -Pay emp tab

On the Payslip

User Defined Accrual balances can be displayed on the payslip as per other accruals. Please contact
Accrivia Pty Ltd if you require your payslip to be modified

Related Topics:
See "Payroll Types (Pay types)" on page 68
See "System Settings - Payroll" on page 30
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Process Paid Parental Leave

The Paid Parental Leave scheme provides financial support to eligible working parents of
newborn or recently adopted children. Under the scheme, the government funds employers to
provide Parental Leave Pay to their eligible employees.

Under the Paid Parental Leave scheme, eligible working parents can get government-funded
pay (up to 18 weeks Parental Leave Pay or two weeks Dad and Partner Pay) when they take
time off work to care for a new child. Full-time, part-time, casual, seasonal, contract and self-
employed workers may be eligible.

Detailed information for everything you need to know as an employer involved with the Paid
Parental Leave Scheme can be found on the Department of Human Services site:

www.humanservices.gov.au/pplemployers

Please make yourself familiar with the information provided by the Department of Human
Services, in particular the Employer Toolkit, and to contact the Department if you have any
questions or concerns.

It is also advisable discuss any accounting specific issues with your Accountant.

Related Topics:

See "How to Manage Paid Parental Leave in Accrivia" below

The following instructions are a suggestion of how best to manage Paid Parental Leave in
Accrivia.
e General Ledger Set-up
o See "Paid Parental Leave: General Ledger Module Set-up " on next page
e Payroll Module Set-up
o See "Paid Parental Leave: Payroll Module Set-up" on page 211
e Processing the Payment to the Employee

o See "Paid Parental Leave: Process in the Payrun" on page 213
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e Process the Payment received from the Department of Human Services

o See "Processing the Payment Received from Department of Human Services" on page

215

For the purposes of reconciliation it is advisable to create specific GL accounts to track the Parental
Leave received from Department of Human Services and paid to the employee.
e Setup Income account e.g. Parental leave - Received
e Thisis an income account that does not incur GST
e Setup Expense account e.g. Parental leave — Paid
e Enter as per other wage GL accounts

These two accounts will then be able to be reconciled against each other to ensure that all monies
received have been paid out and that the employee has not been over paid.

Please check with your Accountant to confirm that these GL accounts are appropriate for
your business and the set-up is correct for taxation purposes. Detailed information is
provided in the Employee Toolkit under: 5.6 Your Financial Reporting and Tax — excerpt
below (August 2012)

Your financial statements

In accordance with Australian Accounting Standards, Paid Parental Leave funds you receive from
us must be treated as a liability until you have provided Parental Leave Pay to your employee.

You should not account for Paid Parental Leave funds as revenue or Parental Leave Pay as an
expense. However, you do need to include the cash receipts and cash payments in your statement
of cash flows.

For more information on accounting standards and financial statements, visit the Australian
Accounting Standards Board website at aasb.gov.au or speak to your Accountant.

In your tax return, you need to declare the following as assessable income:

e Paid Parental Leave funds you have received from us

e any interest you have earned on Paid Parental Leave funds.

You may claim a tax deduction for:
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e The amount of Parental Leave Pay you have provided to your employees
e Costs you have incurred in administering the scheme.
This is the same as how you would declare other income you have received and wages you

have paid. For more information about completing your tax return, visit the ATO website at
ato.gov.au or speak to your Accountant.

See "Paid Parental Leave: Payroll Module Set-up" below

Paid Parental Leave: Payroll Module Set-up

Department
Set-up new department — PAYROLL|FILE MAINTENANCE | DEPARTMENT

e Usethe new GL account set-up for the wage expense
e Itis advisable to enter a Super GL account in case of the event where you may choose to
continue to pay Super for the employee or they have chosen to salary sacrifice part or all

of their payment.

é@ Department File Maintenance |E”E”E|
Department GL Wage Acct|Super GL Acct| =

L PAREMNTAL LEAWE -@ 1935

_|SALARIES 1880 1935

_ | TERMINATION 1345 1335 (W

_|'WAGES 1365 1935

|| _TA

The advantage of having Paid Parental Leave against its own department is that the employee’s
original department will not have the wages over inflated by the Paid Parental Leave payment.
Whilst the payment is an expense as per ATO purposes, it is offset by Paid Parental Leave
received which is treated as income.

Paytype

Set-up a new Paytype: PAYROLL | FILE MAINTENANCE | TYPES. The main fields required have
been listed below as to what information to be or not be entered.

o = After/Before 5 Direct[Work [Payrall Super Pay
Description ‘Huully Type‘ Detaile PaylAIIIDed‘ ok | GL Acct ‘w;.gm‘ Rate | Per |Supel| == ‘Em’ﬂ‘ = ‘ ‘ Notes
[

RDO
Accrual| Period

|FARENTAL LEAVE FID PARENTAL LEAVE FAYMENT 1.000! 3 [ [ [ Faid Parental Leave Scheme
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Description Parental Leave

Details Paid Parental Leave

Pay/All/Ded Payment

Weight 1

Per Wk

Notes * Optional - list additional information for internal purposes

Super Do not tick — otherwise Superannuation will be calculated
WorkCover Do not tick

Payroll Tax Do not tick

RDO Accrual No RDQO's are accrued during PPL

Superannuation

If the Super Field is NOT ticked, then Superannuation will NOT be calculated on Paid Parental Leave
regardless of what is set-up in the Employee file. It is advisable to NOT alter the Superannuation
details on the employee file.

It is this “Per” field that dictates whether leave is accrued. Leave is accrued on the “HOUR”
Paytype, as such for Paid Parental Leave the type is “WK” to ensure leave is not accrued.

Employee File
Got to PAYROLL | FILE MAINTENANCE | EMPLOYEE and Change the Employee File as highlighted
in the following screens:

e Changethe Department to “Parental Leave”

e Remove the tick from “Use Timesheet” —if applicable

e Remove the Award listed —if applicable

See "Paid Parental Leave: Process in the Payrun" on the facing page
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1 tmployes File Maintenance [=]l® =]

More Details | Notes | PTDATD | Accruals | Tax | Defauts | Super | Entitlements | Pay Types | Qualiications | Changss Loa | Study 4|+
Emplopes Code [MATTA T e
5?[:;":2}322:; | oz 800 s [
tiddrcss 17 HARMONY CLOSE aumitne I O
- ‘ AddtionslMinimur[ | $a00
Suburb/State/PLode [BAYWATCH [ [agmm Member No| 123658
Bhone / Altemate No| [ peand -] 2?“'3';55219;5
Bith Date[30/03/1982 29 ¥is of Age Emploges Class[| |
Papment Period [WEEKLY — ~| Posin]
Lagest/Smalest Cain|  ~]| =] Emplopee Type | wark Hous |
DefaultsJob Hale‘ $22.1100 | Ful Time v Pat Timel™  Casual [
Weekly beenal Hows[ 36 Salay [
WeeklydetualHows| 40 | nae Commenced Full Time/Part Time [02/02/2004
Divisior) [CONTRACTE | © Female Commenced Casual | /7
TmeCockNo [ [Student Default Py Type [HOURLY |
Change Department |Default Dept. m‘ :‘- Teminated | / 7
[Dse Tmeshest 1] Uniick Sttt Time 0000
Default Status | ErdTime [0000
DooooDEEn pe——

The Notes tab keeps track of any Award changes. Upon the employee’s return to work, their
original Award can be looked up on the Notes tab. As this tab can be edited, you can also enter
additional information for your own records as required. Changes are also recorded on the
Changes tab, this tab cannot be edited.

ﬂEmployeeFileMaintenance [o =[]
Details] More Details FTDAYTD ] Accruals] Tan ] Defaults] Super ] Enlitlements] Pay Types] Qualifications] [ L
Employes Mame [DANNI MACCA

1/0811; The award waz changed from ‘SP34 COMST' to ™. | Firstline - System Generated
Saward removed due to Paid Parental Leave Second line - User entered

el
16/08/06: The classification was changed from " to 'ELECTRICAL".
07/06/06: The Department was changed from " to 'CONTRACTS".
07 /06/08: The award was changed from " to P34 COMNST'.

e Remove any wages/salary defaults on the Defaults- Default Pay Types Tab. Insert the
Parental Leave paytype as in the screen capture below.
e Leavein place any deductions that the employee wishes to continue with (e.g. Super Sal-
ary Sacrifice) and those that are legally required (e.g. Child Support).
o Please ensure that the employees pay is not reduced below Protected Earnings

Amount. Protected Earnings Amount

Paid Parental Leave: Process in the Payrun

Timesheets

If using Timesheets the employee should no longer appear to have their hours entered/edited.

Page 213


http://www.humanservices.gov.au/business/services/child-support/child-support-information-for-employers/protected-earnings-amount
http://www.humanservices.gov.au/business/services/child-support/child-support-information-for-employers/protected-earnings-amount
http://www.humanservices.gov.au/business/services/child-support/child-support-information-for-employers/protected-earnings-amount

Ifthey do appear go to - and [UNTICK] the “Use

Timesheet” option.

Goto
Load defaults as per your normal payrun procedure.

The Employee will default with the Parental Leave paytype.

1. Check that no Superannuation is being calculated. If so, check the paytype set-up and
ensure that the Super option has NOT been ticked.

2. Alter the tax period quantity if paying more than one pay period worth of leave.
E.g. For a weekly payrun, that has two weeks of leave to pay, change to “2”

3. Check that no accruals have been calculated. If so, check the paytype to ensure that

“HOUR” has NOT been selected for the “Per” field.

4. Enter the dates being paid for recording purposes, these dates will be listed on the Payment

Advice provided by Department of Human Services

5. Check the amount, alter if required. Which may be the case if there is an arrears amount

from Department of Human Services

ﬂ Pay Posting - CONTRACTS o || =] &8
Emploves |MALCCA A e 0 GrossIncRDO | 458540 RDO| $000  Gross|  $583.40
;:2:: DR ROATIE (Pl S22 10 Hours 0 Entitlements RDO Hrs| 1} Tax | $62.00

Super Amount 30.00] 1 Tax Periods 2 Elspsl‘zjlm?n?:sn; B Haoliday Hr} ATAD | $0.00
Super Rate | F'ersonglo.a-!‘giagé 1 Select column to group by Perzanal Hrs| Net| $527.40

" Dept & PT " Job Mo 3

Pays ] Timesheatl Termination]

Job Ho |Sect NulPa_v Type |Depallmenl |Slall DalelEnd Date |Divisiun Huuls!KMlHale Amount Award Hrs:Mins|Con =~
» PAREMTAL LEAVE PAREMTAL LEAVE |22/08/2011 30/10/2011 [CONTRACTS 1.0000  $589.4000 $588.4D|
4 5
] 3
P. f k ending: |30 Aug 2011 589.40 = z
3y run for week ending L] Total Gross ¥ @ 123 Defaull Fieports
factsiplvessa0e; Total Tax $62.00
£8 Refiesh ‘ i ChEmp | = ChqngT|
Total AT All/Ded $0.00
L Totsl Net $627.40 Excetion | _ g cvat | |

Once employee pay details have been checked, proceed with your payrun as per normal.

See "Processing the Payment Received from Department of Human Services" on the facing page
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Processing the Payment Received from Department of Human Services

Department of Human Services Payment Advice

When Department of Human Services has made payment they will send a Payment Advice with
the relevant details. Example of PDF version of report below:

Paid Parental Leave = Centrelink Payment Advice Payment Delivery Date: 28 Feb 2011

Best Food Pty Ltd Fortnightly Night Staff

ABN: 12345678912 CRN: 123.456.789X BSB: 123456 Account Number: 123456789
Funding Daily Funding Period

Employee Name Employee Id PPL Claim Ref Amount Rate Start Date End Date

White Mary M 123456789 PADODOOOGST/D01 $1140,00 §114.00 1 Mar 2011 14 Mar 2011

Green Susan J 11123456 PADODOOO23T/O0N $1140,00  $114,00 8 Mar 2011 21 Mar 2011

Black Janet-Leigh K 73673556 PADOODO0OS4R/001 $2280.00 $114.00 18 Feb 2011 17 Mar 2011

Total Payment Group A $4560,00

Brown, Melanie 625555 PGO0000368TIO02 $1140.00 $114.00 1 Mar 2011 14 Mar 2011

Grey Kelly 5 1236666 PGOO00042B8TI00T $ 114,00 $114,00 7 Mar 2011 7 Mar 2011

Total Payment Group G $1254.00

Total Payment All Groups $5814.00

For examples of other Payment Advice formats and detailed explanations please refer to the
Employer Toolkit.

Cashbook

Payments received will need to be entered into Accrivia via the Cashbook CasHeook | POST

Select the Cashbook account the payment is deposited to
Enter the date received

Enter a relevant reference e.g. Paid Parental Leave received
Select the division/store —if applicable

Enter the amount received

Select the Post Type “Deposit”

Select the relevant transaction type —eg Dep or EFT

® N oo ok~ W oRE

In the account grid:
i. Select the account number, Division/Store if applicable and enter the Amount.
ii. Inthe case of one deposit covering multiple Divisions/Store, break down the

amounts in the account grid and enter a line per Division/Store
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@Cashbookposting [= = ][=]
Select a Cashbook | 2000 +| CashAtBank Dpering]
Start Date |[11/08/2011 Balance
Date |26/08/2011 Payments| SRt
Beference |F‘aid Patemity Leave received End Date |30/08/2011 Canceled =
Division [CONTRACTS Poyments
-
tstan SEE”ESh F\eceipts| 1k 5.
Amaunt $5938.40
D\shonoured| km
Post Type |DEPOSIT - Transfers| =
Transaction Type [DEP = I
Transaction Type Transfer .
Cheque Drawer | . Ot
Clazing Balance
Bank/Branch | | Az At
|Accounl No |Divisiun |Descliplion |Amount |GST |BAS Type‘.luh No Section Nc
ﬂ B05 COMTRACTS | Paid Parental Leave - received $598.40 G3
Allocated Total : $592.40 Unallocated Total : $0.00
& Post x Caneel

Reconcile Payroll Module To General Ledger

Overview

Often as part of accounting procedures, the Payroll Module will need to be reconciled to the
General Ledger accounts.

Depending on how your business has Accrivia set-up, and how the accounts are connected to pay
types and departments, this process may or may not be straightforward.

To help you with this a basic process has been outlined below:

Reports

Run the following reports for the period required

e REPORTS |PAYROLL — PAYS TAB - DEPARTMENT PAY REPORT — SUMM
e REPORTS |GLEDGER - GLEDGER TAB — POSTINGS SUMMARY BY MODULE

Using these reports — look up the following information:

Allowances & Deductions

On the Payroll report there will be various after tax allowances and deductions, these will be
connected to a GL account. This may or may not be the same as you default wages account.

For every pay type listed on the Payroll report, take a note of its associated GL account.

Departments
If you have multiple departments you will also need to look up what the connected GL account is
for them.

Reconciliation

It is advisable to set-up a spreadsheet to enable quick summing and comparison on figures. Please
contact Your Accrivia Support Team if you wish to use the template as shown below
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In one section enter the GL account totals in one column. Enter the credit amounts as
negatives. Separate out the accounts as follows:
1. Wages, Superannuation, RDO, allowance and deduction accounts together
a. Separateinto a sub section those accounts that directly match to a Pay Type
b. Sort by GLaccount number
2. Then PAYG Withholding account
3. Cashbook account at the bottom.
a. Use this as your balancing figure.
b. Allother amounts should total to this figure. (This will check your data entry)
In the second section enter the Payroll Totals from the Company totals section of the report
(this is the first page or 2)
1. Enter Wages as the first item
2. Follow with Allowances and deductions whose GL account is the wages account
3. Group the Allowances/Deductions with their own GL accounts together.
a. Sorton GLaccount number
4. Taxamount last
5. Then total —this total should match the Net total on report.
a. Should also match the Cashbook total from the GL report.

Please see below for an example of the reconciliation breakdown:
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A B c ] E F G H 1 ] K
1 GL Posting Report Payroll Report
2 Figures from Payroll Module section Company Totals from first page of report
3 Gross plus after tax deductions/allowances included in the wages GL ac.
4  Account names AfecNo Afc No
5 Wages labour 51000 5$2,500,000.00 Gross Wages 52,980,585.00
6 Wages admin 52000 5600,000.00 Allowance 1 51000, 5200.00
7 RDO Accrual 21425 -550,000.00 Allowance 2 51000 $15.00
& Super accrual 21350 -5$300,000.00 Deduction 1 51000 |=52,000.00 |
9  Super Expense 65150  $250,000.00 Allowance 3 52000 51,200.00 -5585.00
10 Movated Leases 25400 -520,000.00 $2,980,000.00 £2,980,000.00
11
12
13 Plus After tax - with own gl accounts
14 Wages - Allowanced 51060 £1,500.00 Allowance 4 51060 51,500.00
15 Wages - Allowance 5 51070 £4,900.00 Allowance 5 51070 $4,900.00
16 Wages- Allowance 6 61090 $750.00 Allowance 6 61090  S$750.00
17 Wages - Allowance 7 61100 $100.00 allowance 7 61100 $100.00
18 Deduction 2 65150 -52,400.00 54,850.00 Deduction 2 65150 -52,400.00 ———— 54,850.00;
13
20
21 $2,59684,850.00 TOTAL £2,984,850.00
22 PAYG Withholding 21500 -5930,000.00 Tax -5930,000.00
23 Cheque Afe 10001 52,054,850.00 NET 52,054,850.00
24
25
26
27 Total of After Tox Administration
B {last page of report) _54.265.00
29

How To: Child Support Deductions

Employers are legally required to deduct Child Support payments from their employees and sub-
contractors’ salaries or wages if Department of Human Services requests them to do so.

http://www.humanservices.gov.au/business/themes/child-support-and-your-business

To handle the withholding of Child Support payments from your employee/s in Accrivia

1. Set-up Child Support Pay type - PAYROLL | FILE MAINTENANCE | TYPES
a. Setas an after tax deduction
b. Allocate to a general ledger account that is a liability account.
c. Itis advisable to have a specific Child Support or Employee Garnishee GL account for
the purpose of reconciliation and payment
2. Allocate Pay type against Employee Defaults - PAyrROLL | FILE MIAINTENANCE | EMPLOYEE
| Defaults Tab
a. Note: this amount is per pay. A deduction of $100 per week, will need to be entered as

$200 for a fortnightly employee
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3. Process pays as per normal, take note of Protected Earnings amount

a. This is important where an employee has an inconsistent pay eg Casual

b. http://www.humanservices.gov.au/business/services/child-support/child-
support-information-for-employers/protected-earnings-amount

Child Support will display on the payslip. There is no requirement for it to be listed on the
Payment Summary*.

*Note: Due to the changing nature of legislation (Child Support and Taxation) please
check with your Accountant, the ATO and/or Department of Human services to ensure
you have the latest advice.

Related Topics:
See "Payroll Types (Pay types)" on page 68
See "Employee - Defaults Tab" on page 58

Payroll: How To Process A Negative Payrun

1. Goto
2. 'Don't Allow Negative Payruns' should not be ticked
i. You may want to only change this setting when you know you will be processing a

negative payrun

Goto
Enter the date the payrun is to be dated
Do NOT Default

Locate the employee

ARSI A

In the Header
i. Setthe Tax Period field to be '-1'

ii. Change the Accrual Period if required
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6. InthePays Tab
i. Enter the paytype/s with negative Hours
ii. Leave S Rate as a positive
7. Inthe Header
i. Check the employees Gross, Tax and Net is as expected
ii. Alterthe Super if required
8. Run Reports as required

9. Update the payrun

10. The Cashbook is updated with the net amount of the payrun. This is under the assumption
that the employee is either paying back the amount or the original payment was amended

to remove their amount.

If only negative pays are in the payun, a .aba will not be produced
If there is a mix of positive and negative pays the .aba file will only include the positive pays

Payroll: How To Process Wage Payments
When No Bank Account Details Provided
(Wage Parking)

Occasionally when new employees are set up they have not provided bank account details.

You may choose not process the wages for these employees, or you can process the wages for
these employee and PARK their wages for later payment once bank details have been provided.

Accrivia has the functionality to assist in the parking, reporting and later payment of these wages.
There are a number of advantages to utilising this functionality, as opposed to not processing the

pay at all. These advantage are:

¢ Recognising the wage expense and associated liabilities when they should have occured as
opposed to when they were paid.
e Tracking of parked wages in a GL account

e Reporting of parked wages in the Payroll Calculate EFT report
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¢ Notification on the payslip advising the Employee that EFT payment of wages was not
processed due to missing bank account details
e Production of EFT file once employee has provided valid bank account details
e Associated system processing:
¢ Journalto Parked wages account and Bank account
e Cashbook entry

¢ Note on Employee file relating to released wages.

Contact Accrivia and advise of the General Ledger Liability account number you wish to use for
parking the wages. Accrivia will enter the GL account number in the system settings.

Once done, you will only need to contact Accrivia if you change the account you wish to use.

In , setup the Tab as follows

1. Paid As: TRANSFER
2. BankNo: 0000000

e Must be 6 x0to enable Wages Parking
3. Account No: 0000000

¢ Can enter anything, but cannot be left blank

1. Process the payrun as per normal. In
2. Employees with a Bank No of 000000 will have a message in the Comment Field advising
that funds have not been transferred. This message will be on their payslip in the com-
ment field
3. Produce the EFT File.
e The EFT created message will advise of the amount of EFT in the .aba file and
advise of the payments parked.
4. Run the EFT Payments Report
e The EFT Payments report will list those employee and payments that have been
parked.

5. Continue with payrun as per normal and UPDATE when complete
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J® Pay Posting - MARGRIVER = el

Periods Super Hourg Accals
Employee |ABELM Tax 1 || Rate % 3| Momal| ELOD This PRun TotInc G'DS;'D"DD 46336
| Q| [B] ||acona 1 || Amount 41,70 or 0.00 RDOHrs RDO
Mame MARVEN ABELA Dislay Dot Total 61.00 || &fleaveHrs| 0.000 Gross $463.36
isplay Options
[DETRES ST " Summary &+ Group kMg 0.00 || PersonalHrs|  0.000 Tax $0.00
Status Casual Select column to group by Ertitlaments ATAMD $0.00
Award 17 KFC " Department % PapType  Job No et $463.36
Pays ITimesheel Termination]
Department Pay Type Start Date (End Date ‘Hl::Min: |Hou|:!KM Rate |Amuunl ‘Awald |l:nmmenl -
ORD TIME CAS 2140142014 21/01/2014 E:E: BOECEdn e & 17 KFC
244014201 4| 24001 /2014 1 Payroll Report Selection [ 5z | [kFC
25/01/2004 | 25/01/2014 KFC
26/01/2014 26/01/2014 Report KFC
Caslal SHIFT SUPERVIS | 21/01/2014 | 21/01/2014 " Coinage Distibution KFC
CasUaL 24017204 2420172014 " Papslips KFC
CASUAL 26/01/2014 | 26/01/2014 KEC
CASUAL | Information 3 [= ]

The cutput file was generated with 7 entries totalling $2,893.89 in EFT payments. *** There was 463,36 in wage payments for the following employees that
will be put to the Wage Clearing Account (970.1) due to invalid BSB/Acct Details : ABELM

P li k. ending: |27 Jan 2014 e
Pay llunMur week ending; @ | 82 Defaut m
ayslip Message:

u i
“ DUE T0 BANK ACCOUNT DETAILS = £ Fiefresh | g CirEmp | = Cho/EFT |
H&VIMG NOT BEEN PROVIDED.NO_ 2 | 2 Print Prewiew

FUMDS TRAMSFER HAS OCCURRED ﬂ o e Expn| PiA & Cral L) undatgg

Bank Transfer Payment Accounts Accrivia
Selection Criteria :  Period Ending @ 27 Jan 2014, Store Selected : MARGRIVER 2:33:35PM 27/03/2014
Employees Included in Pay Run with Invalid Bank Account Details
Code Name Net
ABELM ABELA, MARVEN $463.36
Total: $463.36

Name Bank Name Account No. Net
ACKLAND, AARCN COMMONWEALTH 083000-10203040 $360.73
ALSTIN, MATTHEW COMMONWEALTH 083000-10203040 43 06
BARN, BEMJAMIN COMMOMNWEALTH 083000-10203040 477,95
BARTLETT, JOSHUA COMMONWEALTH 083000-10203040 $378 46
BRADWELL, JAKE COMMONWEALTH 083000-10203040 §6.5
CHANDRA, GLEN WEC/BML 083000-10203040 $TIR.TT
GOMERSK], BRCOKE ANZ 083000-10203040 568438

No. of Employees : 7 No. of Banks - 3 $2.893.89

o Entry/ies will be posted to the GL Wages parking account as per your system settings
¢ Ifno account allocated, then the General Ledger Account selection screen will appear.
Select the account manually

e Entry posted to the Cashbook account will be the Net amount of the EFT file
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1. Update Employee's bank account details

2. Look up Net Wages to be paid
1. Referto past EFT reports or

2. Run the General ledger report, Postings - Detailed on the Wage Parking account

General Ledger Entries - Detailed Accrivia
Seledtion Criteria :  Account Mo = 970.1, All Stores 2:30:46PM  28/03/2014
Date Reference Store Module Batch Debit Credit

970.1 - Wage Parking RepCode : INCCLR
012014 ABELM WAGES (Missing Acct Dets MARGRIVER PAYROLL $463.36
970.1 - Wage Parking Total: $0.00 £463.36
Grand Totals: $0.00 $463.36

Screen

3. Goto

1. Inthe Header

1.
2.
3.
4,

Enter the payment date

Select the Cashbook the payment is to be transferred from

Enter the reference - this is your internal reference

Enter the EFT reference - eg Wages

2. Inthe Grid

1.
2.
3.

4.

Select the GL Acct D account - this should be your Wage Parking Account

Employee Code

Select the Bank Account - Acct 1 is the main account

1. Check the Bank account details displayed

Enter the net amount of the wages

4, Produce the EFT File

1. Click on the EFT FILE button

2. Name the file and Save

3. Sendt
5. Update

he File

1. Click UpPDATE to finalise the process

1. Creates a General Journal entry to the Wage Parking account and the Cash-

book
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2. Inserts a Note into EMPLOYEE FILE IMIAINTENANCE | Notes tab

Related Topics:
See "Employee - Banking Sub Tab" on page 47

See "Employee Allowance Payments" on page 1
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