Version 1.0

VisionVPM user documentation is continually being developed. For the most up-to-date
documentation please visit the VisionVPM website at
WWW.Visionvpm.com







Copyright © 1997-2008 Provet |.T. Pty Ltd ("Provet)
All rights reserved

The software contains proprietary information ab\&t IT; it is provided under a license
agreement containing restrictions on use and disoboand s also protected by copyright law.
Reverse engineering of the software is prohibited.

Due to continued product development this infororatnay change without notice. The
information and intellectual property containeddieiis confidential between Provet IT and the
client and remains the exclusive property of PrdVetlf you find any problems in the
documentation, please report them to us in writiRgovet IT does not warrant that this
document is error-free.

No part of this publication may be reproduced,esidn a retrieval system, or transmitted in any
form or by any means, electronic, mechanical, ptaging, recording or otherwise without the
prior written permission of Provet IT.

Provet IT
PO Box 6026 BHBC
Baulkham Hills NSW 2153
Australia
1300 650 468

Website:.www.provet.com.atttp://www.provet.com.au/






%&
%
%*
%"

%
%







The Payroll module for New Zealand users of Visi®Wfacilitates calculation of pays and
holidays, and prints payslips and reports. Itloamtegrated with the General Ledger in
VisionVPM.

The payroll system is designed for use with mutipbmpanies but in the majority of cases there
would only be one company.

It has the facility to deduct taxable or non-taadinounts from employees' wages, for example
health insurance, Christmas club, child supponyi&aver and student loans.

It streamlines the pay calculation and end of yeeonciliations, and produces various reports:
employee information, allowances, deductions, p#gi$, holiday and sick leave and the
Employer Monthly Schedule. The Employer Monthly &dhle is now required by the Inland
Revenue Department for the completion of the IR&A48).

The system keeps track of when an employee hasgaéntherefore alleviating the possibility
of duplicate pays.

The following table details the tax rate as at ZilA3009.

Tax Rate From 1st April 2009

38% Earnings above $70,001 per year.

33% Earnings between $48,001 and $70,000 per
year.

21% Earnings between $14,001 and $48,000 per
year.

12.5% On first $14,000 of earnings.

Information regarding tax rates was current atitine of writing. Please consult Inland Revenue
or your accountant for further information.
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Payroll Setup

The order of setting up a new payroll is as follows

Company Detalils
Allowances and Deductions
Employee Records

Transactions for each employee.

If you choose to integrate the Payroll with theidi®/PM General Ledger, you will need to set
up the following general ledger accounts:

Account Account Type Zero Rated for
Description GST

PAYE Current Liability | Yes

Bank Current Asset Yes

Wages Expense Yes
KiwiSaver Employee| Current Liability Yes
KiwiSaver Employer| Expense Yes

Salary Sacrifice Current Liability  Yes




Company Details
Go to:Payroll module >Payroll menu >Company Details
From theCompany List window, clickInsert.

Payroll Company - A |Z”§|[z|

/| X

Save F7 | Cancel F8| Delte/D

Compary Code | A

Company Mame | Vision et Clinic

201 Maunganu Road
kAt M aunganui

Address

Company [RD Mo, |

Contact | Phone |

Last EMS Date | 31 MAR 03 EMS File path |

Period Cloze Date | 31 M&R 09
[¥ Link to General Ledger

PAYE Account |5|:|E j

Bank Account |4':'1 j

Wages Account |33':' j

KiwaiS aver Employes A, |331 j
Salary Saciifice Ac. |332 j

[ Hide sick leave on pay slips

In theCompany Codebox, type a reference or code for the Company.
In the Company NameandAddressboxes, type the Company's name and address.

In theCompany IRD No andContact boxes, type the Company's Inland Revenue
Department number and the name of the contact pgr&maring the payroll.This will be
used by the IRD in the eventuality of an error wittur EMS transmission.

In thePhoneandLast EMS Dateboxes, type the Company's phone number and theldate
last Employer Monthly Schedule was submitted toltitend Revenue Department.

In theEMS File path box, type the path where you want your Employer MnSchedule
csv file to be stored.
Note: This is used if you are submitting your EnygloMonthly Schedule to the IRD via
the internet.
If this is not filled in, the path will default tine folder where your VisionVPM database

resides (i.e. on your main machine) and the filmeavill be called 'EMSMonthYear.csv'
but you can set up a folder just for your EMS fitewl write the path here.




In thePeriod Close Datebox, type the date of the month you wish to close.

For example, 31/3/07. This should be after you rsa@nitted your Employer Monthly
Schedule to the Inland Revenue Department whiasusilly the 20th of the following
month.

By closing off this month you will stop any furthelnanges being made in this period.

If you do not wish to link the payroll to the VisidgPM General Ledger, then go directly to
Step 6 below.

To post the payroll entries to the General Ledger ( Optional)
Select theLink to General Ledger check box.

Click thePAYE Account list arrow, and then double-click to select theYlEAgeneral ledger
account code.

This is the general ledger account to which thenidixe posted.

Click theBank Account list arrow, and then double-click to select thexBgeneral ledger
account code.

This is the normal trading account in your ledger.

Click theWages Accountist arrow, and then double-click to select thegé&general
ledger account code.

This is the general ledger account which contra@ges expenses, after allowances and
deductions and tax have been deducted.

Click theKiwiSaver Employee Aclist arrow, and then double-click to select the dewver
Employee general ledger account code.

This is the general ledger account to which theleyae's KiwiSaver contributions will
be posted.

Click the Salary Sacrifice Acarrow, and then double-click to select the Salagrifice
general ledger account code.

This is the general ledger account to which theleyse's Salary Sacrifice amounts will
be posted.

If you do not wish sick leave amounts to be dispthyselecHide sick leave on pay slips
Click Save

These details will be recorded as your default$ S0 general ledger account code has been
entered on an Allowance and Deduction code or Eyagldrecord then a pay transaction will be
allocated to the general ledger accounts selectedi® Company Details window. The company
is now set up in Payroll and ready to add employees




To Edit Company Details

Go to:Main > Payroll > Payroll > Company Detailsand highlight the company you wish to

edit.

Click the Edit button.

Make the necessary changes and cHake

Allowances and Deductions

Allowances and deductions must be set up to eriediigactions to be entered for each
employee. The Allowance/Deduction List window sisa¥e list of Allowance and Deductions
and if they are marked Relevant Pay, Average Egsnim Irregular and Discretionary.

6 Allowance/ :
4. Deductions |ngert FA

Edit F&

i I ©

Excel/E | Close F3

Search By | Code j For | E [~ Ewxact match search

Code | Marne | Type | Fel Pay | Awng Eamingsl | rreqular

BEREAY Bereavement Pay Bereavement  Yes J

BOM B oz Pay T aw Allow Tes

D double time Taw Allow Tes

DEDUCT Deduction For Account Taw Allow

FIMAL Final Haliday Pay Hal Pay Yes

H holiday pay Hal Pay ez

HOL SaL Hol Sal Taw Allow es

MILEAGE Mileage MNTA

ORb ordinary pay T aw Allow

FH Public Haoliday T aw Allow Tes

SALARY Salany T aw Allow

SALARYT Salary Adjusted Anount T aw Allaw

T Time and a half T aw Allow

‘5 zick pay Sick Pay Ve

=

[T Cloze when leaving Fecards |14




To insert a new allowance or deduction

Go to:Payroll module >Payroll menu >Allowances and Deductions

From theAllowance/Deduction Listwindow, clickInsert.

Allowance/Deductions - ORD |'._||E|rz|
Cancel F8
Code
Mame |Elr|:|ir'|ar_lrI Pay
GL Account Code -
tultiplier |1 W Include in Holiday Gross
% ¢ Taxable Allowance
& Rate 1 " Taxable Deduction
O PRl " Maon Taxable Allowance
i~ Pate 2 " Mon Taxable Deduction
" Holiday Pay [T axable]
" Rate 3 (™ Sick Pay [Taxable)
£ Pate 4 - B,aree!verpent Pay [T axable]
" Time in Liew Accrued
" Rate s " Time in Lieu Taken
[ Ireqular ar discretionary payment
[ Prompt for Relevant Pay [sick, bereavement, public haliday, alternative haliday)
[ Prompt for Average E amings [normal halidays)

In theCodebox, type a reference for the allowance or dedactio

For example, ORD for Ordinary Pay. This code Wélused throughout the payroll
module in relation to this allowance or deduction.

In theNamebox, type the description of the allowance or déiduc e.g. Ordinary Pay.

TheGeneral Ledger Account Codebox can be left blank as it will default to ther@eal
Ledger Account code specified in the Company Detaihdow. If the
Allowance/Deduction code is to go against a diffédebit or credit General Ledger
Account code, click the list arrow and double-cliokselect the General Ledger Account
code.

Only enter a GL code if this allowance or deductioth always go to the same code e.g.
if the code is an allowance for travelling expengas may want it to go against your GL
code for Travelling Expenses rather than Wages.

In theMultiplier box, type the number that will multiply the seletRate. TheRate
amount is defined in themployee Detailswindow. Generally 1 is used in thultiplier

box and various rates are entered under the varaesiumbers for each employee. This
way the rates are shown on the employee detaildomin For example, the time and a half
rate might be entered under Rate 3 in each empklga®loyee Detailswindow.




TheRate options are used to select the appropriate raie fr@ employee record for the
calculation of the allowance. That rate will belaplied by theMultiplier .

Optional: If the allowance has a set $ value wheid pype this amount in thdultiplier

box.

For each Allowance/Deduction that is set up you mgked to mark one of the check boxes on
the right and select if the Allowance/Deductiofriegular or discretionary, Relevant Pay or

Average Earnings. For a list of examples for Admces & Deductions and how they should
be set up please see the table below;

Click Save

Settings

The following table give guidelines as to how saaflewances should be set up.

Allowances Type Include in | Irregular or Prompt for Prompt for
Holiday discretionary | relevant Pay | Average
Gross payment Earnings
Ordinary Pay Taxable Allowance Yes
Holiday Pay Holiday Pay Yes Yes
(Taxable)
Sick Pay Sick Pay (Taxable) Yes Yes
Time and a half | Taxable Allowance| Yes Yes
irregular
Time and a half | Taxable Allowance| Yes
regular
Bereavement PayBereavement Pay | Yes Yes
(Taxable)
Time in Lieu Time in Lieu No Yes
Accrued (%) Accrued
Time in Lieu Time in Lieu Taken| No Yes
Taken ($)
Commissions Taxable Allowance Yes Yes
Reimbursements Non-Taxable No
Allowance
Public Holiday Taxable Allowance Yes Yes
Public Holiday | Taxable Allowance| Yes Yes
Worked
Bonus Taxable Allowance No Yes
Overtime regular, Taxable Allowance Yes
Overtime Taxable Allowance| Yes Yes
irregular
Mileage Non Taxable No
Allowance




To Delete an Allowance or Deduction

Go to:Payroll Module >Payroll menu > Allowances and Deductions.

Highlight the allowance or deduction you wish tated
From theCommandsmenu, seledDelete

Click Yesto the message, "Are you sure you want to deletedihected records?"

To Edit an Existing Allowance or Deduction

Go to:Payroll module >Payroll menu >Allowances and Deductions

Double-click the allowance or deduction you wisletht
When the allowance or deduction appears on thescmake the necessary changes.
Click Save

Employee Records

This section explains how to enter the followingnuédl details:

New Employee Details

Sick Leave Entitlement

Annual Leave Entitlement

Employee's Bank Account Details

Employee's Personal Details

KiwiSaver Contribution Settings

Standard Transactions that will apply to each pey r
Time in Lieu Accrued or Taken.




Employee Button Descriptions

Go to:Payroll Module> Payroll Menu >Employee Records> Insert.

Closes the window - option to save if changes have been made

Displays a window for loading personal details of the employee

Displays banking details for the selected employee |

Displays the employee's payroll history

JIX<4G =kl led

ave F¥ |Cancel F8| Inzert F5 Sick Holiday | Banking | Personal | Activiby™'| Close F3

Displays a window for loading sick leave entitlement

Opens a blank Employee Details window - Add a new employee

Cancels any changes made to the record

Saves the record

Displays a window for loading holiday entitlement

Employee Sidebar Options

Button Activity
Kiniaver ‘ Displays a window for KiwiSaver settings
_ Displays the transactions window for that employ&ais
Tranzactionz

allows you to set up some standard transactionhéor
employee.

Leave Analyziz ‘

Prints details of the employee's leave accruedaeh over
the selected period.

Time in Lieu ‘

Displays a window where time in lieu can be recdrde

Allowance Analyziz

Prints details for a specified date range showaig,d
allowance, allowance type, days quantity (hrs) twedgross
amount ($).




To Insert an Employee’s Details

If you have more than one Payroll Company set upé€ompany List window (Main menu >
Payroll module >Payroll menu >Company Detailg, you must first select the company for the

new employee.

Go to:Payroll menu >Employee Records
From theEmployee Detailswindow, clickInsert.

7| Employee Details - GW

J| X

ave F¥ |Cancel F8) ol FE Holiday | Banking

Emploves  Code | GW [ Inactive

%
=
®

[Dretailz SutnAme ]WILSDN Tax Cade i
First Narmes | GRANT -
Compary Code f | Pets Shop A
IRD ]
Fiate1 12 Pay Period  Weekly *
Rate 2|18 & Fortnightly c
Rate 3  Manthly [
Rate 4 | D aps Worked {10,000 (per pay period) ¥
Rate 5 Mext Pay Due | 12 DEC 08 C
Agieed Rielevant Rate [125 Fau Type &% Direct Cradit ks
Agreed Holiday Rate r125— " Cheque .
Started | 19 0CT 08 5
Fiished | £
Child Support | | % c
i
GLAccountCode [101  ‘Withholding / Special TaxRate | % =
[Dept Code I_U— Student Loan Special Rate I— iz

In the Code box, type a code for the employee.
This could be the employee's initials or it couddebnumber.

M KiwiSaver Status
pAL 4% Contribution
5 =

5K KiwiS aver
CAE Tranzactions
EDM Leave Analysiz
MSL  Allowance dnalysis
55l Time in Lieu
SH 5L

M

WT

STC

ST

ST 5L

ME

ME SL

In theSurname andFirst Namesboxes, type the surname and first name of the graplo

VisionVPM will automatically display th€ompany Codeand the name of the company.

In thelRD # box, type the IRD number of the employee.

There must be no gaps or dashes when enteringuhber. A validation check is performed

on the number and a message will appear if the puimsbnvalid.

In theRate 1box, type the hourly rate of the employee.

OR - if the employee is a salaried employee and gaid the same amount each pay period
(week, fortnight or month) enter the full pay ambfor each pay period into thate 2box.
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The boxes foRate 2 — 5are optional. Some uses for these might includéy Bates, Time
and a Half or Double Time Rates, Bonus Rates, aadel Allowance Rates.

The Agreed Relevant Ratdas not a compulsory field. If the employee hasadrwith the
employer on an agreed rate for any allowancesubeRelevant Daily Pay then it should be
entered here.

The Agreed Holiday Rateis not a compulsory field. If the employee hasead with the
employer on an agreed rate for the holiday allowahen it should be entered here.

In the Started box, type the date the employee started with tinepamy.

TheFinished box should only be used when the employee hastafioyment with the
company and should record the date the employesdeanployment.

If the employee pays Child Support, enter eitheramount of th€hild Support payment,
or the percentage of Gross pay which the employest pay as Child Support.

Optional: TheGL Account Codebox can be left blank and the wages will go todb&ult
wage account set up in the Payroll Company windblewever, if you want this Employee's
gross wages to go against a different General Lretigeount type in the code of the required
account.

If your clinic is using Departments, enter the nembf the Department where this
employee's wages are to be allocated irt@pt Codebox.

Only select theénactive check box if the employee has left employment whithcompany or
is on unpaid leave for a period of time. Once mpleyee has been marked as Inactive, the
employee will be removed from tligmployer's Monthly Schedulereport.

Click the appropriate button to indicate if the doype is paidVeekly, Fortnightly or
Monthly .

In theDays worked (per pay period)enter the number of days (per pay period) an eyeplo
would work in a regular pay period

Enter the date when the employee will next be patieNext Pay Duebox.

Based on the pay period selected, this date widludeto the next due date after a pay run has
been calculated.

Select whether the employee will be paidligect Credit or Chequein thePay Type
check boxes.

If an employee is using th#&ithholding Tax code or th&pecialTax Code you need to enter
the tax percentage advised by the IRD. Note: A2ZBIRust be produced by the employee for
this special rate to be entered. Earner premiust iveladded to the declared Tax Code from
the IR23.

Optional: If an employee wishes to pay more thanninimum amount required for their
Student Loan then enter the percentage of thegsgearnings they want deducted in the
Student Loan Special Rateébox.

TheKiwiSaver Status box, displays the percentage of the Employee's€n@ge allocated
to KiwiSaver.

In theTax Codecheck boxes, select the Tax Code as advised ntiptoyee.
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Click Save

Please check with the IRD for current levels ataltthe Tax Codes apply. The following table
lists the various tax codes. These were corretinat of writing.

M Used for main source of wages (can only be ueedrie
job).
ML Used for main source of income if earning un§iey880 but

working more than 20 hours per week and don't fudr
working for families tax credits.

S Secondary income source if total income is lean t
$48,000.

SH Secondary source of income if total income ghéar than
$48,000, but less than $70,000.

CAE Used for casual agricultural workers, shearms, shearing
shed hands. Deducted at a flat rate.

EDW Used for election day workers.

M SL Used for main source of income if employee aasudent

loan and total income is over the threshold at wilhey
must repay loan.

SSL Used for secondary source of income with stuldan if
total income is less than $48,000.

SH SL Used for secondary source of income withestatban if
total income is between $48,000 and $70,000.

ND No Declaration - where employee has not providedRD
number.

WT Rate of tax deduction from withholding paymentsis is
for contract work, not for salary or wages.

STC Special tax code rate issued by IRD. Employast have
an IR23.

ST Secondary source of income if total income ghér than
$70,000.

STSL Used for secondary source of income withesttitban if
total income is higher than $70,000.

ME Income between 24,000 - $48,000. Don't recaiwe
income tested benefits or working for families tadits.
No student loan.

ME SL | Income between 24,000 - $48,000. Don't rezany
income tested benefits or working for families tadits.
Have a student loan.

SB Secondary income where the annual salary is lessdh

equal to $14,000.
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Sick Leave

When you process a pay run, VisionVPM will:

Increase Hours Taken by number of hours of sickddaken by the employee in the pay
period you are processing.

Calculate Balance Available based on the Openirgriga + Accrued Leave - Hours Taken.

If the current date passes tRext Entitlement Date VisionVPM will:

Roll overNext Entittement Date For example, if th&lext Entittement Dateis 01/12/08
and you process a Pay Run on 02/12/08, VisionVPMupdate theNext Entitlement Date
to be 01/12/09.

Zero theOpening Balance
Zero theHours Taken.
Recalculate the accrued leaagEntitlement hrs + Balance Availableprior to rollover.

Display the newAccrued Leaveamount, unless it exceeds tlax Leave amount, in which
case thévlax leaveamount will be displayed as the n&ecrued Leave.

Sick Leave Entitlements will be rolled over to text period when:

The employee has been employed for a period of tare 6 months.

The employee'lext Entitlement Dateis surpassed by the current date. For example, when
the employee has been employed for 18 months.

When an employee reaches their first sick leaviélement date (they have been employed for 6
months) VisionVPM will, on processing the next pan:

Calculate théAccrued Leaveas the total oEntitlement hrs + Opening Balance- Hours
taken.

Zero theOpening Balance
ZeroHours Taken.

Display theNext Entitlement Dateas 1 year on.

When an employee's Next Entitlement Date is reactistbnVPM will, on processing the next
pay run:

Zero theHours Taken.
Recalculate the accrued lesagEntitlement hrs + Balance Availableprior to rollover.

Display the newAccrued Leaveamount, unless it exceeds tlax Leave amount, in which
case thevlax leaveamount will be displayed as the n&wecrued Leave.
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For New Employees

If you have more than one Payroll Company set upenCompany List windowR@yroll
module >Payroll menu >Company Detailg, you must first select the company the employee
works for.

Go to:Payroll module>Payroll menu >Employee Records

From theActive Employee Listwindow, double-click the employee for whom you wam
enter the Sick Leave Entitlement. Where possdiisure the Employee's Started date (the
date the Employee started employment) has beereente

From theEmployee Detailswindow, clickSick.

Click Yesto the following option to apply the standard sejs.

\‘P) Az thiz emplopee iz not zet up for sick pay, do pou want the spstem o add the
-

standard settings now'?
Mo | Tes |

The standard entitlement at time of writing is 4uts (5 days) sick leave every 12 months
which first becomes available 6 months after thetstate. The employee is entitled to a
further 40 hours sick leave on each anniversathi®first entitlement.

Sick Record - New E]|E|@]

@ Sick Leave: JUMNE, APRIL

E ntitlement hrs every |12 months
Max Leave |0
Mext Entitement Date | 1JUM 03

Opening Balance | 0.00 [Pre-visionvPM)
+Acorued Leave | 000
- Hours Taken | 0.00 [Fram 1 JUMN 08]

Balance Available | 0.00

pdate

In theMax Leavefield, type in the maximum number of hours which o be accumulated
for the employee if the full entittement is not dssach year. Under current legislation, the
lowest figure for the maximum sick leave a full @ramployee can accrue is 20 days (160
hours @ 8 hours per day). Some employers may alaployees to accrue more than this by
entering a higher number.

The Next Entitlement Dateis the date when the next entitlement of 40 hoigtsleave is
due. Itis the anniversary of the first entitlemahich was 6 months after the employee
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commenced work. This is automatically calculatea the Started date on the Employee
Details window. If you have not entered the emptdy Start Date, VisionVPM will display
the following message:

Thig new employes doesn't currently have a start date entered on the main
. window =0 the Mext Entitlernent Date [B months on from the Start date] should

be added manually.

This date can be entered manually.

If this is a new employee, no further informatismequired. Th®pening balancefor a
new employee should be zerdAccrued leave -Hours taken andBalance Availablewill
be automatically populated after new entitlements\ahen sick leave is paid.

For an Existing Employee

Go to:Payroll menu >Employee Details> Select employee Sick

In the Sick Recordwindow, in theEntitlement field, type the number of hours the employee

is entitled to and in the next field, type the n@mbf months this relates to.

For example, if an employee works 5 days a weeklofurs duration, every 12 months they
would be entitled to 40 hours sick leave.

TheNext Entittement Dateis the anniversary of the first entitement whiehs 6 months
after the employee commenced work. This is autmalét calculated from th&tarted date
on theEmployee Detailswindow. If you have not entered the employ&tat Date,
VisionVPM will display the following message:

Thig new employes doesn't currently have a start date entered on the main
. window =0 the Mext Entitlernent Date [B months on from the Start date] should

be added manually.

This date can be entered manually.

In theOpening Balancefield, enter the number of hours sick leave th@legree currently
has available until their next entitlement is due.

Each time a pay run is updated, the sick leaveswill be calculated, added to the Hours
Taken field and deducted from the Balance Available

Optional: Enter an amount into tMax Level field. Where no amount is entered, the
default amount will be 160 hours or 4 x Entitlembrs.

Click Update.
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Annual Leave Entitlements

For New Employees

If you have more than one Payroll Company set upa&€Company List window (Payroll

module >Payroll menu >Company Detailg, you must first select the company the employee
works for.

Go toPayroll module >Payroll menu >Employee Records

From theActive Employee Listwindow, double-click the employee for whom you went
enter the Annual Leave (Holiday) Entitlement.

From theEmployee Detailswindow, clickHoliday to open thedoliday Record window:

Holiday Record - New

Sj Holiday Entitlement for
Show accrued amount to date | 21 J4N 10

Entitlerment [Hrs] | Entitlement (%)

Freq. [monthz] | Starting Ending | O Py Slips -

" Show value entitlement

[~

Opening B alance [pre VizgionFhd] |

Previously Acciued |
+ Accrued amount from to 21 JAN 10 |

as at [Last entitlzment date)

Time (heg] % of Holiday Grogs
|
|
|
|

- Holidays taken gince |

TntaIDue:| |

TotalWalue Due uzing pay rate 1
Becalculate Holidays AddEnttlemert | Updste |

The current date will be displayed in tBBow accrued amount to datdox. This can be
over-typed if necessary.

Choose how the Holiday Leave Entitlement is to ispldyed on the Employee's Pay Slips by
selecting eitheEhow hour entitlementor Show value entitliement

TheLast Entitlement date will automatically be populated.

Click Add Entitlement to add a new holiday entitlement.
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Holiday Entitlement - New

J| X

ave F¥ | Cancel F8| Delete/D

Entitlernent [Hrs) |1EEI—
Entitlement (%] 800
Frequency [monthsz) |'|2—
Start [ ate IW

End D ate® I—

* Mate: The End Date should be left blank for their curent entitlement.

From theHoliday Entitlement window, you can choose to show the Holiday Leave
Entitlement by number of hours or percentage ofgearnings or both, depending on what is
stated in the employee's contract.

In theEntitlement (Hrs) box, type in the number of hours the employee iéled to in a

year

And / or

In the Entitlement (%) box, type in the percentage of gross earningsthgoyee is entitled
to.

For example: If an employee worked 40 hours a veaekis entitled to 4 weeks Annual
Leave then you would type 160 in tBatitlement (Hrs) box and/or 8.00 in thEntitlement
(%) box.

In theFrequency (months)box, type the number of months the Holiday Entigat is for.
Usually the entitlement would be for 12 months.

VisionVPM will recalculate the holiday pay accruegich time the employee is paid.
In the Start Date box, type the date the Holiday Entitlement is artst
This is the date that the entitlement is to bewdated from.

For a new employee, this is the date they commewoekl. (For an existing employee, this
is the anniversary of their start date.) Whea #riniversary date passes the previously
accrued and currently due fields will recalculate.

Optional: You will only need to enter an end ddtiné Holiday Entitlement is to end at a
particular date. You will then need to create & iliday Entitlement.

If this is the current entitlement tlind Date box should be left blank.
Note: To end an Entitlement double click on theittarhent line in the Holiday Record
window to edit.

For a new Employee, leave the following boxes blank
Opening Balance (pre VisionVPM)

Previously Accrued

Click Save

%6



The Holiday Record window is now displayed contagnihe employee's holiday entitlement
record.

If you have selected to enter the employee's hpkaditlement by hour, the employee's holiday
accruals will be displayed und€&me (hrs), otherwise they will be displayed undérof
Holiday Gross.

For Existing Employees
If you have more than one Payroll Company set up@&€Company List window (Payroll

module >Payroll menu >Company Detailg, you must first select the company the employee
works for.

When moving employees from another payroll systeision\VPM payroll, their holiday
records must be entered through it@iday Record window.

Go to:Payroll module >Payroll menu >Employee Records.

Select the Employee and clitfoliday.

Holiday Record - GW

EH Holiday Entitlement for GRANT WILS0N
Show accrued amount to date | 21 JaN 10

Entitlernent [Hrs] | Entitlzment [7)]

Freq. [monthis) | Starting Ending
160 2.00 12 130CT 08

| On Pay Slips :
+ Show hour entitlement
" Show walue entitlament

[~

Opening Balance [pre Vizion/Phd] |

Previously Accrued | ag at | 18 0CT 08 [Lazt entitlement date)

Time [hrs] % of Holiday Gross
|
|
|
|

+Accrued amount from 19 0CT 08 to 21 JAN 10 | 2014 22272
- Holidays taken since 18 OCT 08 |
Total Due : | 20121 | 22272

Total Value Due using pap rate 1 241452
Becalculate Holidays Add Entitlernent | Update |

The Opening Balance (pre VisionVPM)box is used to type in an amount you are carrying
over for an employee from another payroll system.

ThePreviously Accruedcan be left blank.

The (Last Entitlement Date) box should be populated automatically, it showddhe day
before the start date on the employee details windo

When an employee has passed the anniversary octtramencement date, any unused
balance will be transferred to tReeviously Accruedbox.

The+Accrued amount from date to datebox, will start accruing from the employee start
date to today’s date.
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The- Holidays taken sincebox, will show any Holidays an Employee has tagimce the
Last entitlement date

The Total Due box, will show the amount of the Opening Balarme (VisionVPM) plus the
Previously Accrued amount, plus the + Accrued amdess the — Holidays taken since date
amount.

TheTotal Value Due using pay rate Jbox, will use the Total Due box in Time (hrs) and
multiply this by the amount you have entered ineRlabf the Employee Details window.

Optional: TheRecalculate Holidaysbutton can be used if you have manually changed th
date in theShow Accrued Amount to datebox, or theLast Entitlement date box.

Click Update.
Once all employees are set up with their transastand holiday information every time a Pay
Run is processed the holiday records are autonfigtigadated.

To Insert an Employee's Bank Details

Banking details must be entered if the Employde Ise paid via direct credit and the pay run is
to be imported into a banking programme.

If you have more than one Payroll Company set upa&Company List window (Main menu >
Payroll module >Payroll menu >Company Detailg, you must first select the company the
employee works for.

Go to:Payroll module >Payroll menu >Employee Records

From theActive Employee Listwindow, double-click the employee for whom you went
enter Banking Details.

From theEmployee Detailswindow, clickBanking.

Banking Record - 2

Mait Bank &0 - | [TIEE | n055ER9 |z
Particulars |
Eode|
Reference |
Deduction 1 : AT | | |
Deduction 2 : AT | | |
Deduction 3 ; BT | | |
Deduction 4 ; AT | | |
Deduction & AT | | |

Update
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From theBanking Recordwindow, in theMain Bank A/c: box, type the employee's bank
account details.

Optional: In theParticulars box, type in any Particulars to show on the emp#tg/bank
statement.

Optional: In theCodebox, type in a code to show on the employee's Btatkment.

Optional: In theReferencebox, type in a Reference that is to show on theleyep's bank
statement.

Note: If the employee has requested that theivMages be split into different bank
accounts, in th®eduction boxes 1 — btype in the requested amounts and in the A/Cebpx
type the different bank accounts as advised bgthgloyee.

Click Update.

To Insert an Employee's Personal Details

The Personal Details window is an optional windowihformation about the employee and can
be left blank.

If you have more than one Payroll Company set upé€ompany List window (Main menu >
Payroll module >Payroll menu >Company Detailg, you must first select the company the
employee works for.

Go to:Payroll menu >Employee Records

Double-click the employee for whom you want to efersonal Details.

From theEmployee Detailswindow, clickPersonal

Personal Details- 2

Address © ||

Phone :
Department ; |1 " Full Time " Part Time
Pogition : |

Date OF Birth - = Male {~ Female

Qualifications : |

El

=
pdate

In the Addressbox, type the address of the employee.

In thePhonebox, type the contact phone number of the employee.




Optional: If you are using departments, in Bepartment box type the department code you
want the employee's gross wages to be allocatedsaga

Select eitheFull Time or Part Time.

In thePosition box, type the role of the employee.

In theDate of Birth box, type the birth date of the employee.

Select eitheMale or Female

In the Qualifications box, type any Qualifications held by the employee.

In theNotesbox, type any Notes relevant to the employee.
For example, you can type in the actual dates d&raployee's Annual Leave or Sick Days.

Click Update.
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KiwiSaver

This guide was current at the time of writing. @le check the Inland Revenue website
www.ird.govt.nz for the most current informatiorgaeding KiwiSaver.

Every new Employee must be enrolled in KiwiSavéiatly. The employee may then opt out of
KiwiSaver between 2 and 8 weeks if they wish ©xisting Employees may choose to join the
KiwiSaver scheme and their KiwiSaver setup will tiée be adjusted accordingly.

All new employees will be automatically enrolled286 contribution. Existing employees will be
marked as not enrolled by default.

Before setting up KiwiSaver in Payroll, you shotitdt check that there is a KiwiSaver
Employee Account and a KiwiSaver Employer accoehusp in the general ledger.

Go to:Main menu >General LedgerModule >General Ledgermenu >Chart of Accounts.

To Set up an Employee in KiwiSaver

If you have more than one Payroll Company set upé€ompany List window (Main menu >
Payroll module >Payroll menu >Company Detailg, you must first select the company the
employee works for.

Go to:Payroll module >Payroll menu >Employee Records

Double-click to select the employee for whom yowniia enter KiwiSaver Details.




From theEmployee Detailswindow, click theKiwiSaver button.

KiwiSaver Details - GW

Kiwi5aver Contribution Settings

Employes Current Status

" Mot enrolled

2% KiwiS aver contribution
4% KiwiS aver contribution
8% KiwiSaver contribution

[ | am taking a contribution holiday
i The employer will stop contributing when the employee takes a contribution holiday
" The ermployer will continue contributing when the employee takes a contribution holiday

Employer Contribution Percentage

Employer contribution of | 2 i
ESCT rate on contributions over 2% & Mone © 125% 2%  33%

Employee zacrifices | 1 % of their gross to be uzed as an emploper contribution

" Employer contribution iz part of the employes's contribution of 4 %
f* Employer contribution iz in addition to the employee's contribution of 4 %

Current Totalz Contributed

Employes | 114,44 SalSacrfice| 19.20 Employer | 38.02 Tatal | 171.66
ESCT |0.00

From theKiwiSaver Details window, in th&Employee Current Statusarea, select the
employee's current KiwiSaver status from the foltaywoptions:

The employee has chosen toNat enrolled.

Note: A new employee can opt out on or after dayrid on or before day 56 after
starting employment. They cannot opt out in thet fii3 days.

Employee chooses to ha2é of their gross wages paid as their KiwiSaver coation
Employee chooses to had@bo of their gross wages paid as their KiwiSaver cbuition
Employee chooses to ha8&6 of their gross wages paid as their KiwiSaver coniion,

Employee has given you a letter from the IRD caoniing that they are taking a
contribution holiday.

Note that the employer has the option to contirargrdoutions when the employee takes
a contribution holiday.

Type the percentage of the employee's gross wagesnployer is to contribute to
KiwiSaver in theEmployer Contribution box.

Note: Employer contribution to Employee KiwiSaveastbeen compulsory since 1st April
2008.




The ESCT rate on contributions over 2%is a employer superannuation contribution tax
which can be taxed at a rate based on salary agesxatalling;

$0 - $16,800 12.5%
$16801 - $57,6000 21%
$57601 - upwards 33%

Select none if an employer contribution is 2%.

For the employer to make a contribution, selettesit

Employer contribution is part of the employee's cotribution

OR

Employer's contribution is in addition to the employee's contribution.

Note: The second option should be selected in oassts as the employer is required to
contribute in addition to the employee's contribntunless there is an agreement in the
employment contract. If the second option is selkplease check the IRD website for
current approved percentages.

The Current Totals Contributed boxes display the following details:
Employee contribution
Employer contribution
Total contribution.

These amounts are automatically updated after gaghun has been completed. These
amounts cannot be modified.

Click Update.

If you do not enter an employer contribution, thawing prompt will be displayed and the
cursor will return to the Employer Contributionltie

'E Y'ou need to enter the employers contribution % for this employes.

To Set up a KiwiSaver Contribution Holiday foran E ~ mployee
Go to:Payroll menu >Payroll menu >Employee Records

Double-click the employee you require.
From theEmployee Detailswindow, click theKiwiSaver button.

Selectl am taking a contribution holiday. The following message will be displayed:

» | Pleaze note that a contributions holiday has to be confirmed through the 1RD.
~~."/ Only continue if thiz has been confirmed. Continue?

Mo | Tes

If the contributions holiday has been confirmedkles otherwise clickNo.




For further information regarding contribution uays, please use the following link.

http://lwww.ird.govt.nz/kiwisaver/employers/admirgsing/contribution-holidays/
http://www.ird.govt.nz/kiwisaver/employers/admimgng/contribution-holidays/

To Set Up Salary Sacrifice (for KiwiSaver)

If you have more than one Payroll Company set upe€ompany List window (Main menu >
Payroll module >Payroll menu >Company Detailg, you must first select the company the
employee works for.

Go to:Payroll menu >Employee Details> select employee KiwiSaver.

TheSalary Sacrificeallows the employee to sacrifice a percentagéeif gross salary to be
part of the employer's KiwiSaver contribution fbetemployee. Check the Inland Revenue
website www.ird.govt for details on when and hovaBaSacrifice can be used.

KiwiSaver Details - GW

Kiwi5aver Contribution Settings

Employes Current Status

" Mot enrolled

2% KiwiS aver contribution
4% KiwiS aver contribution
8% KiwiSaver contribution

[ | am taking a contribution holiday
i The employer will stop contributing when the employee takes a contribution holiday
" The ermployer will continue contributing when the employee takes a contribution holiday

Employer Contribution Percentage

Employer contribution of | 2 i
ESCT rate on contributions over 2% & Mone © 125% 2%  33%

Employee zacrifices | 1 % of their gross to be uzed as an emploper contribution

" Employer contribution iz part of the employes's contribution of 4 %
f* Employer contribution iz in addition to the employee's contribution of 4 %

Current Totalz Contributed

Employes | 114,44 SalSacrfice| 19.20 E mployer |38.EIE Total |'IF"'|.EE
ESCT |0.00

The total employee's salary sacrifice amount véldsplayed at the bottom of the KiwiSaver
Details window as shown above.

As per normal KiwiSaver rules:




the employee contributes either 2%, 4% or 8%. &msunt is the percentage of the gross
amount after the salary sacrifice has been deducted

the employer adds their percentage contributiotoprof this, and;

if the employers contribution is part of the 2%, 4868% then the total employer contribution
(salary sacrifice + employer contribution) mustabéeast 2%.

When an employee salary sacrifice is in place,amsunt is no longer included in the
employee's gross pay for tax purposes. VisionVHANMracalculate the employee's gross pay for
Pay Run calculations.

When you process a pay rupayroll menu >Pay Run), on the Employee Pay List window,
VisionVPM will display the employee's Gross amoastthe Gross amount less the salary
sacrifice amount.

Employee Pay List

Edit F&

Code | M amne | Gross | PAYE | FiwiS aver | Student Loan | Child Support | Mett |
G WILSOM, GRANT 85536 145.52 34 0.aa ili] 675.63 J




If you double-click the transaction, the followimgndow will be displayed, with the salary
sacrifice calculation, as highlighted.

Transactions - GW

Lt
‘%* Transactions ré

ave F¥ | Cancel F&

Oweral days paid in thiz pay period IW [~ Pap Comection/Bonus Only [allow overall days paid to be zena)
Code | Dezcription | Type | D ays | [ty | Tatal |
[ORD +| ordinany pay Taxdllow 9000 10 12000 |
[~
[~ Estra Emolument ¢ Use 33% Rate ¢ Use 38% Rate Grosz Tatal lm J
[~ Retirement/Redundancy Less 1% Sacifice IW
T aw Ciode lmi Pay Period  WwWeekly Gross after Sacrifice IW
Rate1 |12 * Fartpightly
Rate 2 |18 " Monthly
Rate 3 MNestPay Due [12DEC DS
Rate 4
Rate &
Chid Suppatt |

The KiwiSaver Salary Sacrifice amounts will alsogb@wn on the employee's pay slip in the
Pay Totalsand theYear to Date Totals as shown below:




-------- Pay Totals -

KS Salary Employee Employer
Sacrifice Taxable Hon-Taxable PAYE KiwiSaver KiwiSaver Student Loan Child Support Hett Pay
960 950.40 16996 3g.02 19.01 74242

Total Kiwisaver Contribution: § 66 63

-------- Year To Date Totals -

KS Salary Employee Employer
Sacrifice Taxable Hon-Taxable PAYE KiwiSaver KiwiSaver Student Loan Child Support Hett Pay
19.20 190050 339492 76.04 3502 1484 54

Y TO Kiwvizaver Contribwution: $ 13326

The employee's KiwiSaver sacrifice amount will belided in the employer's contribution in the
EMS file and also displayed as part of the Emplsyeontribution in the Employer Pay Schedule

Go to:Payroll module >Reports menu >EMS file
and

Payroll module >Reports menu >Employer Pay Schedule

Transaction details

To Insert an Employee's Time in Lieu Details

If you have more than one Payroll Company set tpa&Company List window (Main menu >
Payroll module >Payroll menu >Company Detailg, you must first select the company the
employee works for.

Go to:Payroll module >Payroll menu >Employee Records

From theActive Employee Listwindow, double-click the employee for whom you wemt
enter Time in Lieu Details.

From theEmployee Detailswindow, click Time in Lieu, and then clicknsert.

Time in Lieu - Mew |Z||i|r5__(|

Save F7 | Cancel F8| Delte/D

[rate

Mote |
Hours | 0.00 f+ Hourz Accrued ¢ Houwrs Taken

From theTime in Lieu window, in theDate box, type the date the time in lieu was for.




In theNote box, type any relevant notes, for example, pubdieday worked.
In theHours box, type the number of hours accrued or takeiTifme in Lieu.
Select whether the time is lieu is fdours Accrued or Hours Taken.

Click Save

To Insert an Employee's Transaction Details

TheTransaction button on the Employee Details will open the sidransactions for the
employee. These are the default transactionstréaheaction will be the employee’s normal
allowance per pay period. E.g. Ordinary pay. Taatiens can be modified during the pay run,
by double clicking on the employee from the Pay Rimdow, for example if you were to add
any Holiday Pay or Sick Leave allowance. Any midifions to transactions from the pay run
window are not permanent. When the pay run has bpdated, the default transaction will still
be the transaction stored on the employee's deitailow. Changes to transactions from the
Employee Details window are permanent and will renoa the employee record until deleted or
edited from the employee details window.

If you have more than one Payroll Company set upa&Company List window (Main menu >
Payroll module >Payroll menu >Company Detailg, you must first select the company the
employee works for.

Go to:Payroll module >Payroll menu >Employee Records

From theActive Employee Listwindow, double-click the employee for whom you wam
enter Transaction Details.

From theEmployee Detailswindow, clickTransactions

Transactions - GW

‘é‘ Transactions / x
: SaveF7 | Cancel FB

Overall days paid in this pay period | 10.000
Code | Description | Type | Days | Gty | Tatal |
ORD E‘ ordinary pay Taw Allow 9.000 72 ae4.00 J
Tax Code | M Pap Period ¢ 'wieekly Total 8E4.00
Rate1 |12 ¢ Fartnightly
Rate 2 |18 ™ Monthly
Rate 3
Rate & Nest Pay Dus | 23 JAN 09
Rate &
Child Support

Enter in the number of days paid in teerall days paid in this pay periodbox.




For every allowance and deduction to be enterethferemployee, click thEodearrow,
and then double-click to select the allowance aludéon. When a line is completed, a new
line will become available to load.

TheDescription andType boxes will be automatically populated.

In theDays box enter in the number of days for each allowaridas is not a compulsory
field as some allowances do not require days tenbered eg Uniform allowance. The days

will show through on the Employee Allowance Anasystport which would need to be used
for Auditing purposes.

In theQty column, type the number of hours for the allowaoicdeduction.
VisionVPM will automatically calculate th€otal.

The following boxes will be automatically populatedm the details entered on the
Employee Details window:

Tax Code
Rate 1-5 boxes
Child Support
Pay Period
Next Pay Due
TheTotal which is the sum of all entered allowances and deais.
When all allowances and deductions for the empldyee been entered, cliave

Each pay run, transactions can be edited fronkthployee Pay Listwindow prior to updating
the pay run.




Salaries in Payroll

There are many methods by which a salary can biéedpgsing a payroll system. When an
employee is paid a salary, it is simpler to divide salary by the number of pay periods and use
that amount as the rate for each pay period. ufyse this method you will need to consider how
the rate will be set up and holiday and sick leailebe calculated.

You will need to work out pay rates for sick leared holidays for salaried employees. The
legal holiday entitlement is based on 4 weeks gay. simplicity, the number of hours worked
per week may be set at the standard 40 hours ahdualy rate calculated from the salary, based
on a standard 40 hour week. Holiday pay, publidags and sick leave payments would then
also be based on a 40 hour week.

Calculate pay rate

The salary pay rate must be based on the pay pefiodexample, if the salary is to be paid
monthly, the rate will be the annual salary dividsdl2. If the salary is paid fortnightly, theeat
will be the annual salary divided by 26.

Set up a Salary Allowance/Deduction

Go to:Payroll module >Payroll menu >Allowances and Deductions

From theAllowance/Deduction Listwindow, clickInsert.
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SelectRate 2for the salary allowance.

Selectinclude in Holiday GrossandTaxable Allowance

Set the Employee's Salary Pay Rate

If you have more than one Payroll Company set tpa&Company List window (Main menu >
Payroll module >Payroll menu >Company Detailg, you must first select the company the
employee works for.

Go toMain menu >Payroll module >Payroll menu >Employee Records

Select the employee and double-click to opertimployee Detailswindow.

Rate 1 is the default rate for calculating annealé value, so the calculated hourly rate
should be entered in thiate 1box. (Hourly rate = annual salary / [52 weeks xrs])

Type the calculated salary amount for each paygden theRate 2box,
Select the appropriate pay period for the empld@f@eexample monthly).

Type in the number of days worked in Days Worked (per pay period)box.

To work out the number of days worked for a mongdiaried employee the calculation is as
follows.

365 days per year divide by

7 days in a week multiplied by

2 days in a weekend = 104.2857.

365 days per year — 104.2857 divide by 12 montB%.726 days worked per month.

In the Next Pay Due box, type the date for the eyg's first pay.




Click Transactions and then enter a transaction for this employek thie following details:
CodeSAL

Qty 1

Click Save

Set up Holiday Entitlements for a Salaried Employee

Calculate the hourly rate by dividing the annuddisaby 52 and then dividing by average
hours worked per week. For ease of applicatiomaly be best to use a standard 40 hour
week.

For Example ($60,000 =+ 52) + 40 = $28.85 per hour

Calculate the Holiday Entitlement per year = averhgurs per week multiplied by the
number of weeks holiday.

For example, if based on 4 weeks @ 40 hours pek teewould be 160 hours.
From theEmployee Detailswindow for the employee, clickoliday.




In theHoliday Record window, click Add Entitlement.

In Entittlement Hrs box, type 160 and/or enter the appropriate pergentasually 8%) into
the Entitlement (%) box.

In theFrequency (months)box, type 12.
In theStart Date box, type the start date of the employee.

Click Saveto return to thédoliday Record window.

In theHoliday Record window, in theLast Entitlement Date box, type either the

employee's start date or their anniversary dagtait date is over a year ago. If the employee
is an existing employee being added to the Visiad\fRayroll, you will need to enter any
annual leave accrued (in hours) up to this date.

Click Update.




Paying Holiday Pay or Sick Pay to a Salaried Emplo  yee

For the Payroll program to deduct Annual Leaveaxity, the employee must be paid Holiday
pay.

This will result in a salaried employee gettingdpektra each time annual leave or sick leave is
taken unless an adjustment to their salary amaeumiaide.

The easiest way to manage this is to set up a degalary Allowance witl$ selected rather than
a rate and Multiplier of 1.

This means the exact amount of the adjusted sa¢éarpe entered using tRey field in the
Transaction window.

Whenever a holiday or sick pay is to be paid yauroake the salary adjustments from the
Transactionswindow.

NOTE: If you make the changes on ffransaction window from theEmployee Details
window you will need to remember to go back andhgeathem back to the employee’s standard
salary once you have updated the payroll.

You should add the holiday allowance or sick alloe&when starting the pay run process.

Go to:Payroll module >Payroll menu >Pay Run




From theEmployee Pay Listwindow double click on the employee to openThansaction
window. You can now enter in tl¢oliday or Sick Allowanceby typing in the code or
selecting the allowance from the down arrow.

When entering the code for thimliday Allowance, tab and enter in the number of days in the
Daysfield, tab to theQty field once you enter in the quantity of hours aneks tab, theloliday
Pay Calculationwindow will open.




From theHoliday Pay Calculationwindow, when paying a salaried employee a holiday
allowance, select th&greed holiday rate ofbutton, if you have entered in a rate onAlgeeed
Holiday Rate field from theEmployee Detailswindow then this rate will show here if nothing
is showing then you can type in the hourly ratéickOQContinue.

If an employee is due sick pay on fhnsaction window, enter the code for tigck
Allowance, tab and enter in the number of days inBagsfield, tab to theQty field once you
enter in the quantity of hours and press tabSibk/Bereavement/Public Holiday Pay Calc

window will open.

From theSick/Bereavement/Public Holiday Pay Calevindow, when paying a salaried
employee a sick allowance, select &greed rate button, if you have entered in a rate on the




Agreed Relevant Ratdfield from theEmployee Detailswindow then this rate will show here if
nothing is showing then you can type in the hotatg. ClickContinue.

If all allowances are entered on fhensaction window, clickSave

If all employee adjustments have been made fronkthployee Pay Listwindow, click
Update.




Generating a Pay Run

ThePay Runarea of the payroll module is where the transastfor each employee can be
modified for that period. Once all of the trangats have been modified or checked for each
employee due a payment, the Pay Run is ready ¢albalated and paid. When updated, all
details are posted to the employees' records,tentbtals to the general ledger accounts, if the
payroll has been linked to the general ledger @bmpany Detailswindow.

The Process

Go to:Payroll module >Payroll menu >Pay Run

If you only have one company set up, you will gaedily to theEnter closing date for Pay
Due List screen.

If you have more than one company for which youpagng employees, Rayroll
Company Selection Listwill be displayed. Select the company for whichuyare
completing the pay run by double-clicking on thenpany name.

Enter the closing date for the pay run into Brete box. For example if employees are paid
for the week Monday - Friday, the date will be Bg$ date. The date will default to today's
date, but can be over-typed.

In theStarting Cheque No.box, enter the next cheque number from your tradotpunt if
any of your employees are paid by cheque.

Click OK.

ThePay Due Listwill list all employees that are due to be paidaphe date specified. This
will be all employees who haveNext Pay Duedate in theiEmployee Detailswhich is
prior to or equal to the closing date entered.




Check all employees due to be paid are listedigwtindow. If any are missing and should
be displayed, open theéiimployee Detailswindow and change the next pay due date to one
prior to the closing date.
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Each of the pays listed in the Employee Pay Listdeiv can be opened and edited. Simply
double-click on the required line. This is wheoaiynake any changes to the transactions for
holidays or sick leave taken.

To edit existing lines in the Transactions windower-type theCode or select another code
using the list arrow. If you Tab tH2escription andType box will be automatically
populated. Enter in the numberdysfor the allowance and th@ty of hours then tab and
the Total will automatically be populated.

To remove a line from the transaction window, higifi the line and cliciClear.

To add more transactions, e.g Sick leave, Tab tirole line(s) already in place until a new
list arrow is displayed on a new line. Use thss o select the type of new transaction
required. Make the required changes

If you enter in a Sick, Bereavement, Public HolidawyAlternative allowance when you tab
out of theQty field the Sick/Bereavement/Public Holiday Pay Calavindow will open.
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TheRelevant hourly rate of pay is the amount of pay that the employee wouleha

received had the employee worked on the day coadéantluding any overtime or irregular
payments that would have been paid to the emplbgdehey worked that day (however, if
overtime is worked due to the employee’s absenee tiis is not included in relevant daily

pay).

The Relevant Daily pay ofis to be used if the hourly relevant rate of pagrot be
determined then Relevant Daily pay is to be usEus is based on the calculation Gross
earnings in previous 4 weeks pay periods dividéheynumber of whole or part days the
employee was paid in the previous 4 weeks pay g&rio

The Agreed Rateis to be used if the employees contract stateeaeht hourly rate that the
employee should be paid at for any sick, bereavérmpeblic holiday or alternative days.

Click Saveto save the transaction and return toEneployee Pay Listwindow.

Optional: ClickReports and select the required payroll reports so thaptheamounts can
be checked prior to updating or to view or prird @heque Schedul®r theDC schedule

When all transactions are correct, clidgdate to process the payroll calculations.
The promptAre you sure you want to update payrunwill be displayed.

If you answemlNo you will be returned to thEmployee Pay List window with no update
having occurred.




Click Yesto proceed. The pays will be calculated and\Nbgt due dateupdated. The
option to print payslips will be displayed.

Click Yes.

NOTE: The date entered in tBmter Closing Date for Pay Due Listwindow is the date that
will be displayed in the general ledger and the Eyge Activity windows in Payroll.

NOTE: Child Support cannot exceed 40% of the Ngt(RaGross pay - PAYE not including
Student Loan). So the amount on Bey List may sometimes be less than the amount stored in
theEmployee Details If this happens the Child Support variation cofld®' will appear next to
the Child Support figure on the EMS.

To Pay Only One Employee

Sometimes you may only want to pay one of the eygas on the list at this time (for example a
correction or a final pay). Check the employ&&st Pay Duedate is prior to the date you wish
to enter in the pay run.

Go to:Payroll module >Payroll menu >Pay Run

Highlight the names on the list that are not tgaml by clicking them and holding down the
CTRL key during selection if they are not adjacent.

When all the names to be removed are highlightézk €lear Lines. This will remove the
unwanted names from the list. When the list isilelagain for the same date, all employees
will appear.

Double-click the required employee to open tha@ingaction window. Edit the transactions
and process the pay as described in the pay rtiosec

To Change a Pay

On occasion it may be necessary to change or deledg, for example, if an employee has been
incorrectly paid.

When a Pay Run has been updated and all the eatgéescorrect, each of the entries has to be
deleted individually and then the Pay Run can bleme.

Pays cannot be deleted or edited if they are insed period or have been reconciled. Any pay
which has been included in the Employer Monthly&teent (to IRD) or reconciled on a bank
statement cannot be deleted and will have to bersed.




Before changing any pay that has been processepaaidyou must give some thought to the
effects of the change. If the total amount rem#iessame it is fine. If the overall result will
leave the employee with a negative value on theeattEmployee Monthly Schedule you will
need to explain this to the IRD. It may be necsstareopen an earlier return with the IRD and
change the previously reported values.

Go to:Payroll module >Payroll menu >Employee Records

Select the employee whose pay is to be changedaurtule-click to open theEmployee
Details.

Click Activity . Select the date range for the transactions todveed and cliclOK.

Only the last pay displayed can be edited or rekrsSelect the date range for the employee
activity such that the required pay will be the laige displayed.

To delete or reverse the pay, highlight the payfaomh theCommandsmenu seledDelete
or Reverse

The following message will be displayed:

Click Yesto delete the highlighted entry.
To change or edit the pay, select by double-cligkin

Make the required changes.
Click OK to save the changes. To cancel editing, cllakcel
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To Enter an Extra Emolument

An Extra Emolument is a payment made to an empleyeeh is not for overtime work, and is
not paid regularly with salary or wages. Examlesxtra emoluments are bonuses, backpay,
gratuities, and retirement or redundancy payments.

An extra emolument payment can only be enteredigiirahe Pay Run and cannot be included
with a normal pay. It must be paid on its owncdhnot be set up as a regular transaction from
the Employee Details window.

The Transaction window available through the Pag Ras extra fields which are required for
this type of payment.

Go to:Payroll module >Payroll menu >Employee Records.

Select each employee who will be receiving theaegtnolument.

In theEmployee Detailswindow, change thdlext Due Dateto the day the payment is being
made to the employee.

Go toPayroll menu >Pay Run.

Enter the date for the payment iffater closing date for the Pay Due List When the list
of employees appears, double-click each employeewithreceive the extra emolument
payment. Th&ransaction window for the employee will be displayed.




Enter the required transaction code and quaniitye extra boxes on this Transaction screen
are:Extra Emolument, Retirement/Redundancy Use 33% RateandUse 38% Rate Put

a tick in each box that applies to this paymentlimking. If you only tickExtra

Emolument, then a standard tax rate will be applied. If yeed to apply a tax rate of 33%
or 38%, tick the appropria® Rate box as well as thExtra Emolument box.

When the selection has been made, Hake

Highlight the other employees on the list by clickthem, and holding down the CTRL key
if there is more than one and they are not adjac€htk Clear lines to remove them from
the list of employees to be paid in this pay run.

Click Reports to view th@ay List, Cheque SchedulendDC Schedule
Check that these are correct and if so, digklate.

Go back into Employee Records and check\bet Due Dateis correct for the next regular
wage or salary payment. If not, change it and tiiek Save

Explanations

Extra Emolument: Tick this box for payments being made that arefaoovertime, and are not
paid regularly with salary or wages e.g bonusesk Ipay, gratuities and retirement or
redundancy payments.

Use 33% Rateor Use 38% Rate To determine the rate that should be used, ctietihe
employee's total earnings for the year includiregehktra emolument. At time of writing, the
33% rate should be applied where the employed'gdal income is 48,001 - $70,000. The
38% rate should be applied where the employed'gdal income is over $70,000. Please
check with Inland Revenue for current rate levels.

Retirement/Redundancy Tick this box if the payment being made is for RRetient or Redundancy.
It is used in conjunction with the Extra Emolunesitl.

To Enter a Final Pay

When entering in &inal Pay, if an employee is due any money for days workedlitheir
holiday leave is calculated by thiur then it is fine to put their ordinary pay and fipayment
for holiday leave together in the one pay run.

If an employee is due any money for days workedthait holiday leave is calculated by tbe
of Holiday Grossthen you will need to put the final pay througtthout the holiday pay. You
will need to do a separate pay run for the holipay.

Holiday leave that is calculated by teof Holiday Gross gets calculated when the pay run is
updated. That is why you will need to put throtigé payroll and any ordinary hours due to the
employee first.

1) Once the final pay for any Ordinary hours due idaipd, go to theloliday Allowance
window and take the tick out d¢ficlude in Holiday Grossand change thRate 1to$. Click
Save.
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2) From theEmployee Detailswindow, make sure the employee dethiext Pay Duedate
is showing the date of their last day worked.

3) In theHoliday Record window in the% of Holiday Gross columnin theTotal due %
field, this will show the dollar value that is dteethe employee, e.g. $1230.20 Wright

this figure down.

Go to:Payroll module >Payroll menu >Pay Run

If there are any names on tRay List window that are not to be paid, highlight them and
click Clear Lines. When the list is rebuilt again for the same dalieemployees will appear.

Double-click the required employee to open tAgansaction window.

You will not need to enter in the number of daysh@Overall days paid in the pay period
Just put a tick in thBay Correction/Bonus Only (allow overall days paido be zero)

In the Codefield type in theHoliday Allowance code or select from the drop down arrow,
tab through to th&ty field (the number of days field can be left blank).
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If you tab through th&ty field theHoliday Pay Calculation window will open. InMax
Average/Ordinary Earnings of will tell you the rate the final pay should be paid The
Total Due $1230.20 figure from theloliday Record window, divide by the hourly rate
$18.06 will give you the number of hours tHeliday Allowance should be put through at.

$1230.20/$18.06 = 68.16hrs

Click Save.
From theEmployee Pay Listwindow, click Update.

NOTE: Once the pay has updated, you must go back intblétiday Allowance and put the tick
back on tdnclude in Holiday Gross and change th& back toRate 1




The Employer Monthly Schedule

The Employer Monthly Schedule contains the infoforatequired by the IRD. This can be
supplied in printed format or it can be sent aglactronic file (EMS).

Updating the Employer Monthly Schedule
Go to:Payroll module >Reports menu >Employer Pay Schedule

If you have more than one company, select the eammfo be filed by double-clicking on it.
You will be asked t&nter closing date for report This should default to the last day of the
month completed.

Click OK to continue.
This will generate a printable version of tamployer Monthly Schedule

To create an EMS file,
Go to:Payroll Module >Reports Menu >EMS file

The following message will be displayed:

Click Yes. A file that can be electronically filed with the IRwill be created. The Last EMS
Date on thé”ayroll > Company Detailswindow will roll over to the date of the completed

month.
If you click No the file will not be created nor the date updated.

NOTE: If you are a small employer and manually pating the IR348 return, you must still
Update and create the EMS File, as this procelsaeér the date for the reporting of the
Employer Monthly Schedule.

The EMS file that is created will be stored in Hzene directory as your VisionVPM program,
for example, C:\Omnis7\EMSMar99.csv It is usuallythe server, so the pathname for your
EMS file may differ slightly to the one above, liuvill be named EMSMonthYear.csv so it will
be easy to identify the file for the current month.

Take note of where your EMS file has been storegoa will have to locate this path from the
IRD website. All support for sending your EMS fitem this point onwards is handled by the
IRD Helpline on 0800 10 90 80.




Causes of EMS rejection include:

Invalid employee IRD number.
Employee containing negative data.
Numbers in an alpha field.

Alphas in a number field.

Incorrect format.

Part period schedules - they must be to end of imont




Autobanking for Payroll

Autobanking allows you to pay your employees quiakding direct credit through the bank.
There are four steps to setting up autobankingakwith payroll:

Set up Employee Records.
Set up Autobanking for Payroll.
Complete Payroll Run.

Check and Process Autobanking.

Set up Employee Records

You will need to ensure that you have entered #nklaccount number(s) for every employee
being paid by Direct Credit through the autobankmethod.

If you have more than one Payroll Company set upenCompany List window you must first
double click the company for which the employeeskuor.

Go to:Payroll module >Payroll menu >Employee Records

In the Active Employee Listwindow, double-click the employee for whom you wamn
enter Banking Details.

From the Employee Details window, cli@anking.

From theBanking Recordwindow, in theMain Bank A/c: box, type the employee's bank
account details.

Optional: In theParticulars box, type in any Particulars to show on the emgédsy bank
statement.

Optional: In theCodebox, type in a code to show on the employee's Btatkment.

Optional: In theReferencebox, type in a reference that will be displayedtmemployee's
bank statement.

Note: If the employee has requested that theilMages be split into different bank
accounts, type the requested amounts int®#duction boxes 15, and type the different
bank accounts, as advised by the employee, intodiresponding\/C: boxes

Click Update.
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Set up Autobanking for payroll

Go to:Maintenance Module >Maintenance menu >Codes and Descriptions> Autobanking
Setup

Click Insert.

Selectl want to use autobanking for my payroll.
Select the bank you will use for your autopayments.

Enter yourCompany Name the GL Code for youBank Account and your fullBank
Account Number.

In the Output file name box, enter the name of the autobanking outputidile the path
(location).

Click Save




Complete Payment Run

If you have more than one Payroll Company set upe€ompany List window (Main menu >
Payroll module >Payroll menu >Company Detailg, you must first select the company for
which you wish to enter the Pay Run.

Go to:Payroll module >Payroll menu >Pay Run

Type the date of your next pay into thate box in theEnter closing date for Pay Due List
window. ClickOK.

Optional: In theStarting Cheque No.box, type the number of the next cheque in your
cheque book, if you are paying your employee'shieques.

Check all the employees that you intend to paydaelayed in th&amployee Pay List
window,

Note: If there is an employee displayed who istadie paid in this pay run, select that
employee and cliclear Lines. This will remove them from this pay run only.

If any employee has no pay details, double-cliekemployee to open théiransaction
window, make the necessary changes and Saile

Once everything is correct, clidkpdate.
Click Yesto the messagéyre you sure you want to update payrun?
Click Yesto the messag®o you want to print the pay slips including leaveotals?

Select the report destination and cl@K .

Check and process the Auto banking

This process creates an autobanking file whichgmer into using your banking software.

Go to:Main menu >Auto Banking.




Double-click to select the company for which yowskwto process the autobanking.

Select any lines that you do not wish to go to ymwamk account and clidkelete
Click Print and select report destination.
Click Update.

Click Yesto the messag®o you want to create the Autobank file to input ino your
Banking System?

The following message will be displayddo you want to clear these entries?
Click Yes
Before you do your next Payroll run:

Go toMain menu >Autobanking.

Select all lines.

Click Delete

Click Yes.

This will clear the lines of the last autobanking.

PC Banking

You will have an icon on your desktop and instraesi from your Bank on how to operate this
software. The autobanking file you will need tageo the bank is located in the path you
specified in the Bank Setup window frdiain menu >Maintenance module >Maintenance
menu >Codes and Descriptions> Autobanking Setup.




Paying Inland Revenue

The EMS or Employer monthly schedule reports thaitdeof the payments due to the IRD.
These amounts will be displayed on the Employer tilgrSchedule for the specified date range:

Before paying IRD you should have in place an EpgidiwiSaver account. This will be an
expense account and will be zero-rated for GST.

To pay IRD for both Employee and Employer KiwiSagentributions, create a cashbook
payment from your bank account split between th@leyee KiwiSaver and the Employer
KiwiSaver accounts.

PAYE should also be processed as a cashbook payment
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