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

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

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

No part of this publication may be reproduced, stored in a retrieval system, or transmitted in any 
form or by any means, electronic, mechanical, photocopying, 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.au http://www.provet.com.au/ 
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The Payroll module for New Zealand users of VisionVPM facilitates calculation of pays and 
holidays, and prints payslips and reports.  It can be integrated with the General Ledger in 
VisionVPM. 

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

It has the facility to deduct taxable or non-taxable amounts from employees' wages, for example 
health insurance, Christmas club, child support, KiwiSaver and student loans. 

It streamlines the pay calculation and end of year reconciliations, and produces various reports: 
employee information, allowances, deductions, pay totals, holiday and sick leave and the 
Employer Monthly Schedule. The Employer Monthly Schedule is now required by the Inland 
Revenue Department for the completion of the IR348 form. 

The system keeps track of when an employee has been paid, therefore alleviating the possibility 
of duplicate pays. 

The following table details the tax rate as at 1 April 2009. 

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 at the time 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 Details 

��  Allowances and Deductions 

��  Employee Records 

��  Transactions for each employee. 

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

Account 
Description 

Account Type Zero Rated for 
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 
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Company Details 

Go to: Payroll module > Payroll menu > Company Details. 

��  From the Company List window, click Insert. 

 

��  In the Company Code box, type a reference or code for the Company. 

��  In the Company Name and Address boxes, type the Company's name and address. 

��  In the Company IRD No and Contact boxes, type the Company's Inland Revenue 
Department number and the name of the contact person preparing the payroll.This will be 
used by the IRD in the eventuality of an error with your EMS transmission. 

��  In the Phone and Last EMS Date boxes, type the Company's phone number and the date the 
last Employer Monthly Schedule was submitted to the Inland Revenue Department. 

��  In the EMS File path box, type the path where you want your Employer Monthly Schedule 
csv file to be stored. 

�  Note: This is used if you are submitting your Employer Monthly Schedule to the IRD via 
the internet. 

�  If this is not filled in, the path will default to the folder where your VisionVPM database 
resides (i.e. on your main machine) and the file name will be called 'EMSMonthYear.csv' 
but you can set up a folder just for your EMS files and write the path here.   
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	�  In the Period Close Date box, type the date of the month you wish to close.   

�  For example, 31/3/07. This should be after you have submitted your Employer Monthly 
Schedule to the Inland Revenue Department which is usually the 20th of the following 
month.   

�  By closing off this month you will stop any further changes being made in this period. 


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

To post the payroll entries to the General Ledger ( Optional) 

Select the Link to General Ledger check box. 

��  Click the PAYE Account list arrow, and then double-click to select the PAYE general ledger 
account code.   

�  This is the general ledger account to which the tax will be posted. 

��  Click the Bank Account list arrow, and then double-click to select the Bank general ledger 
account code.   

�  This is the normal trading account in your ledger. 

��  Click the Wages Account list arrow, and then double-click to select the Wages general 
ledger account code.  

�  This is the general ledger account which controls wages expenses, after allowances and 
deductions and tax have been deducted. 

��  Click the KiwiSaver Employee Ac list arrow, and then double-click to select the KiwiSaver 
Employee general ledger account code.   

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

��  Click the Salary Sacrifice Ac arrow, and then double-click to select the Salary Sacrifice 
general ledger account code.   

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

��  If you do not wish sick leave amounts to be displayed, select Hide sick leave on pay slips. 

	�  Click Save. 

These details will be recorded as your defaults so if no general ledger account code has been 
entered on an Allowance and Deduction code or Employee Record then a pay transaction will be 
allocated to the general ledger accounts selected on this Company Details window. The company 
is now set up in Payroll and ready to add employees. 
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To Edit Company Details 

Go to: Main > Payroll > Payroll > Company Details and highlight the company you wish to 
edit.   

��  Click the Edit button. 

��  Make the necessary changes and click Save.  
 

Allowances and Deductions 

Allowances and deductions must be set up to enable transactions to be entered for each 
employee.  The Allowance/Deduction List window shows the list of Allowance and Deductions 
and if they are marked Relevant Pay, Average Earnings or Irregular and Discretionary.  
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To insert a new allowance or deduction 

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

��  From the Allowance/Deduction List window, click Insert. 

 

��  In the Code box, type a reference for the allowance or deduction. 

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

��  In the Name box, type the description of the allowance or deduction, e.g. Ordinary Pay. 

�  The General Ledger Account Code box can be left blank as it will default to the General 
Ledger Account code specified in the Company Details window.  If the  
Allowance/Deduction code is to go against a different debit or credit General Ledger 
Account code, click the list arrow and double-click to select the General Ledger Account 
code.   

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

��  In the Multiplier box, type the number that will multiply the selected Rate.   The Rate 
amount is defined in the Employee Details window.  Generally 1 is used in the Multiplier 
box and various rates are entered under the various rate numbers for each employee.  This 
way the rates are shown on the employee details window.   For example, the time and a half 
rate might be entered under Rate 3 in each employee's Employee Details window. 
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�  The Rate options are used to select the appropriate rate from the employee record for the 
calculation of the allowance.  That rate will be multiplied by the Multiplier . 

�  Optional: If the allowance has a set $ value when paid type this amount in the Multiplier  
box. 

 

��  For each Allowance/Deduction that is set up you will need to mark one of the check boxes on 
the right and select if the Allowance/Deduction is Irregular or discretionary, Relevant Pay or 
Average Earnings.   For a list of examples for Allowances & Deductions and how they should 
be set up please see the table below; 

��  Click Save. 

Settings 

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

Allowances Type Include in 
Holiday 
Gross 

Irregular or 
discretionary 
payment 

Prompt for 
relevant Pay 

Prompt for 
Average 
Earnings 

Ordinary Pay Taxable Allowance Yes    
Holiday Pay Holiday Pay 

(Taxable) 
Yes   Yes 

Sick Pay Sick Pay (Taxable) Yes  Yes  
Time and a half 
irregular 

Taxable Allowance Yes Yes   

Time and a half 
regular 

Taxable Allowance  Yes    

Bereavement Pay Bereavement Pay 
(Taxable) 

Yes  Yes  

Time in Lieu 
Accrued ($) 

Time in Lieu 
Accrued 

No  Yes  

Time in Lieu 
Taken ($) 

Time in Lieu Taken No  Yes  

Commissions Taxable Allowance Yes Yes   
Reimbursements Non-Taxable 

Allowance 
No    

Public Holiday Taxable Allowance Yes  Yes  
Public Holiday 
Worked 

Taxable Allowance Yes  Yes  

Bonus Taxable Allowance No Yes   
Overtime regular Taxable Allowance Yes    
Overtime 
irregular 

Taxable Allowance Yes Yes   

Mileage Non Taxable 
Allowance 

No    
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To Delete an Allowance or Deduction 

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

��  Highlight the allowance or deduction you wish to edit  

��  From the Commands menu, select Delete. 

��  Click Yes to the message, "Are you sure you want to delete the selected records?" 
 

To Edit an Existing Allowance or Deduction 

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

��  Double-click the allowance or deduction you wish to edit  

��  When the allowance or deduction appears on the screen, make the necessary changes.  

��  Click Save. 
 

Employee Records 

This section explains how to enter the following payroll 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 pay run 

�  Time in Lieu Accrued or Taken. 
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Employee Button Descriptions 

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

 

Employee Sidebar Options 

Button Activity  

 
Displays a window for KiwiSaver settings 

 
Displays the transactions window for that employee.  This 
allows you to set up some standard transactions for the 
employee. 

 
Prints details of the employee's leave accrued and taken over 
the selected period.   

 
Displays a window where time in lieu can be recorded. 

 
Prints details for a specified date range showing date, 
allowance, allowance type, days quantity (hrs) and the gross 
amount ($). 
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To Insert an Employee’s Details 

If you have more than one Payroll Company set up in the Company List window (Main menu > 
Payroll module > Payroll menu > Company Details), you must first select the company for the 
new employee. 

Go to: Payroll menu > Employee Records.  

��  From the Employee Details window, click Insert. 

 

��  In the Code box, type a code for the employee.   

This could be the employee's initials or it could be a number. 

��  In the Surname and First Names boxes, type the surname and first name of the employee. 

��  VisionVPM will automatically display the Company Code and the name of the company. 

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

There must be no gaps or dashes when entering this number.  A validation check is performed 
on the number and a message will appear if the number is invalid. 

��  In the Rate 1 box, type the hourly rate of the employee. 

OR - if the employee is a salaried employee and gets paid the same amount each pay period 
(week, fortnight or month) enter the full pay amount for each pay period into the Rate 2 box. 
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The boxes for Rate 2 – 5 are optional.  Some uses for these might include Daily Rates, Time 
and a Half or Double Time Rates, Bonus Rates, and Travel Allowance Rates. 

	�  The Agreed Relevant Rate is not a compulsory field.  If the employee has agreed with the 
employer on an agreed rate for any allowances that use Relevant Daily Pay then it should be 
entered here. 


�  The Agreed Holiday Rate is not a compulsory field.  If the employee has agreed with the 
employer on an agreed rate for the holiday allowance then it should be entered here. 

��  In the Started box, type the date the employee started with the company. 

���  The Finished box should only be used when the employee has left employment with the 
company and should record the date the employee ceased employment. 

���  If the employee pays Child Support, enter either the amount of the Child Support payment, 
or the percentage of Gross pay which the employee must pay as Child Support. 

���  Optional: The GL Account Code box can be left blank and the wages will go to the default 
wage account set up in the Payroll Company window.  However, if you want this Employee's 
gross wages to go against a different General Ledger Account type in the code of the required 
account. 

���  If your clinic is using Departments, enter the number of the Department where this 
employee's wages are to be allocated in the Dept Code box. 

���  Only select the Inactive check box if the employee has left employment with the company or 
is on unpaid leave for a period of time.  Once an employee has been marked as Inactive, the 
employee will be removed from the Employer's Monthly Schedule report.   

���  Click the appropriate button to indicate if the employee is paid Weekly, Fortnightly or 
Monthly . 

���  In the Days worked (per pay period) enter the number of days (per pay period) an employee 
would work in a regular pay period 

�	�  Enter the date when the employee will next be paid in the Next Pay Due box.  

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

�
�  Select whether the employee will be paid by Direct Credit or Cheque in the Pay Type 
check boxes. 

���  If an employee is using the Withholding Tax code or the Special Tax Code you need to enter 
the tax percentage advised by the IRD.  Note: An IR23 must be produced by the employee for 
this special rate to be entered.  Earner premium must be added to the declared Tax Code from 
the IR23. 

���  Optional: If an employee wishes to pay more than the minimum amount required for their 
Student Loan then enter the percentage of their gross earnings they want deducted in the 
Student Loan Special Rate box. 

���  The KiwiSaver Status box, displays the percentage of the Employee's Gross wage allocated 
to KiwiSaver. 

���  In the Tax Code check boxes, select the Tax Code as advised by the employee.   
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���  Click Save. 

Please check with the IRD for current levels at which the Tax Codes apply. The following table 
lists the various tax codes. These were correct at time of writing. 

�	��
�����

����	�	�����

M Used for main source of wages (can only be used for one 
job). 

ML Used for main source of income if earning under $9,880 but 
working more than 20 hours per week and don't qualify for 
working for families tax credits. 

S Secondary income source if total income is less than 
$48,000. 

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

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

EDW Used for election day workers. 
M SL Used for main source of income if employee has a student 

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

S SL Used for secondary source of income with student loan if 
total income is less than $48,000. 

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

ND No Declaration - where employee has not provided an IRD 
number.   

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

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

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

ST SL Used for secondary source of income with student loan if 
total income is higher than $70,000. 

ME Income between 24,000 - $48,000.  Don't receive any 
income tested benefits or working for families tax credits.  
No student loan. 

ME SL Income between 24,000 - $48,000.  Don't receive any 
income tested benefits or working for families tax credits.  
Have a student loan. 

SB Secondary income where the annual salary is less than or 
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 sick leave taken by the employee in the pay 
period you are processing. 

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

If the current date passes the Next Entitlement Date VisionVPM will: 

�  Roll over Next Entitlement Date. For example, if the Next Entitlement Date is 01/12/08 
and you process a Pay Run on 02/12/08, VisionVPM will update the Next Entitlement Date 
to be 01/12/09. 

�  Zero the Opening Balance. 

�  Zero the Hours Taken. 

�  Recalculate the accrued leave as Entitlement hrs + Balance Available prior to rollover. 

�  Display the new Accrued Leave amount, unless it exceeds the Max Leave amount, in which 
case the Max leave amount will be displayed as the new Accrued Leave. 

 
Sick Leave Entitlements will be rolled over to the next period when: 

�  The employee has been employed for a period of more than 6 months. 

�  The employee's Next Entitlement Date is surpassed by the current date. For example, when 
the employee has been employed for 18 months. 

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

��  Calculate the Accrued Leave as the total of Entitlement hrs + Opening Balance - Hours 
taken. 

��  Zero the Opening Balance. 

��  Zero Hours Taken. 

��  Display the Next Entitlement Date as 1 year on. 
 

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

��  Zero the Hours Taken. 

��  Recalculate the accrued leave as Entitlement hrs + Balance Available prior to rollover. 

Display the new Accrued Leave amount, unless it exceeds the Max Leave amount, in which 
case the Max leave amount will be displayed as the new Accrued Leave. 
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For New Employees 

If you have more than one Payroll Company set up in the Company List window (Payroll 
module > Payroll menu > Company Details), you must first select the company the employee 
works for. 

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

��  From the Active Employee List window, double-click the employee for whom you want to 
enter the Sick Leave Entitlement.  Where possible, ensure the Employee's Started date (the 
date the Employee started employment) has been entered. 

��  From the Employee Details window, click Sick. 

��  Click Yes to the following option to apply the standard settings. 

 

��  The standard entitlement at time of writing is 40 hours (5 days) sick leave every 12 months 
which first becomes available 6 months after the start date.  The employee is entitled to a 
further 40 hours sick leave on each anniversary of the first entitlement. 

 

��  In the Max Leave field, type in the maximum number of hours which are to be accumulated 
for the employee if the full entitlement is not used each year.  Under current legislation, the 
lowest figure for the maximum sick leave a full time employee can accrue is 20 days (160 
hours @ 8 hours per day).  Some employers may allow employees to accrue more than this by 
entering a higher number. 

��  The Next Entitlement Date is the date when the next entitlement of 40 hours sick leave is 
due.  It is the anniversary of the first entitlement which was 6 months after the employee 
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commenced work.  This is automatically calculated from the Started date on the Employee 
Details window.  If you have not entered the employee's Start Date, VisionVPM will display 
the following message:  

 

	�  This date can be entered manually. 


�  If this is a new employee, no further information is required.  The Opening balance for a 
new employee should be zero.  +Accrued leave, -Hours taken and Balance Available will 
be automatically populated after new entitlements and when sick leave is paid. 

 

For an Existing Employee 

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

��  In the Sick Record window, in the Entitlement field, type the number of hours the employee 
is entitled to and in the next field, type the number of months this relates to.   

For example, if an employee works 5 days a week of 8 hours duration, every 12 months they 
would be entitled to 40 hours sick leave.   

��  The Next Entitlement Date is the anniversary of the first entitlement which was 6 months 
after the employee commenced work.  This is automatically calculated from the Started date 
on the Employee Details window.   If you have not entered the employee's Start Date, 
VisionVPM will display the following message:  

 

��  This date can be entered manually. 

��  In the Opening Balance field, enter the number of hours sick leave the employee currently 
has available until their next entitlement is due.  

��  Each time a pay run is updated, the sick leave hours will be calculated, added to the Hours 
Taken field and deducted from the Balance Available.  

�  Optional: Enter an amount into the Max Level field.  Where no amount is entered, the 
default amount will be 160 hours or 4 x Entitlement hrs.  

��  Click Update. 
 



%*�
�

�

Annual Leave Entitlements 

For New Employees 

If you have more than one Payroll Company set up in the Company List window (Payroll 
module > Payroll menu > Company Details), you must first select the company the employee 
works for. 

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

��  From the Active Employee List window, double-click the employee for whom you want to 
enter the Annual Leave (Holiday) Entitlement. 

��  From the Employee Details window, click Holiday to open the Holiday Record window: 

 

��  The current date will be displayed in the Show accrued amount to date box. This can be 
over-typed if necessary. 

��  Choose how the Holiday Leave Entitlement is to be displayed on the Employee's Pay Slips by 
selecting either Show hour entitlement or Show value entitlement. 

��  The Last Entitlement date will automatically be populated. 

��  Click Add Entitlement to add a new holiday entitlement. 
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	�  From the Holiday Entitlement window, you can choose to show the Holiday Leave 
Entitlement by number of hours or percentage of gross earnings or both, depending on what is 
stated in the employee's contract. 
In the Entitlement (Hrs) box, type in the number of hours the employee is entitled to in a 
year 

And / or 

In the Entitlement (%)  box, type in the percentage of gross earnings the employee is entitled 
to. 
For example: If an employee worked 40 hours a week and is entitled to 4 weeks Annual 
Leave then you would type 160 in the Entitlement (Hrs) box and/or 8.00 in the Entitlement 
(%) box. 


�  In the Frequency (months) box, type the number of months the Holiday Entitlement is for.  
Usually the entitlement would be for 12 months. 

VisionVPM will recalculate the holiday pay accrued each time the employee is paid. 

��  In the Start Date box, type the date the Holiday Entitlement is to start.   

This is the date that the entitlement is to be calculated from.   

For a new employee, this is the date they commenced work.  (For an existing employee, this 
is the anniversary of their start date.)   When this anniversary date passes the previously 
accrued and currently due fields will recalculate. 
Optional: You will only need to enter an end date if the Holiday Entitlement is to end at a 
particular date.  You will then need to create a new Holiday Entitlement. 

���  If this is the current entitlement the End Date box should be left blank. 
Note: To end an Entitlement double click on the Entitlement 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. 
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The Holiday Record window is now displayed containing the employee's holiday entitlement 
record. 

If you have selected to enter the employee's holiday entitlement by hour, the employee's holiday 
accruals will be displayed under Time (hrs), otherwise they will be displayed under % of 
Holiday Gross. 
 

For Existing Employees 

If you have more than one Payroll Company set up in the Company List window (Payroll 
module > Payroll menu > Company Details), you must first select the company the employee 
works for. 

When moving employees from another payroll system to VisionVPM payroll, their holiday 
records must be entered through the Holiday Record window. 

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

��  Select the Employee and click Holiday. 

 

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

��  The Previously Accrued can be left blank. 

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

��  When an employee has passed the anniversary of their commencement date, any unused 
balance will be transferred to the Previously Accrued box. 

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


�  The Total Due box, will show the amount of the Opening Balance (pre VisionVPM) plus the 
Previously Accrued amount, plus the + Accrued amount, less the – Holidays taken since date 
amount. 

��  The Total Value Due using pay rate 1 box, will use the Total Due box in Time (hrs) and 
multiply this by the amount you have entered in Rate 1 of the Employee Details window. 

���  Optional: The Recalculate Holidays button can be used if you have manually changed the 
date in the Show Accrued Amount to date box, or the Last Entitlement date box. 

���  Click Update. 

Once all employees are set up with their transactions and holiday information every time a Pay 
Run is processed the holiday records are automatically updated. 
 

To Insert an Employee's Bank Details 

Banking details must be entered if the Employee is to be 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 up in the Company List window (Main menu > 
Payroll module > Payroll menu > Company Details), you must first select the company the 
employee works for. 

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

��  From the Active Employee List window, double-click the employee for whom you want to 
enter Banking Details. 

��  From the Employee Details window, click Banking. 
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��  From the Banking Record window, in the Main Bank A/c: box, type the employee's bank 
account details. 

��  Optional: In the Particulars box, type in any Particulars to show on the employee's bank 
statement. 

��  Optional: In the Code box, type in a code to show on the employee's bank statement. 

��  Optional: In the Reference box, type in a Reference that is to show on the employee's bank 
statement. 

	�  Note: If the employee has requested that their Net Wages be split into different bank 
accounts, in the Deduction boxes 1 – 5, type in the requested amounts and in the A/C: boxes, 
type the different bank accounts as advised by the employee. 


�  Click Update. 
 

To Insert an Employee's Personal Details 

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

If you have more than one Payroll Company set up in the Company List window (Main menu > 
Payroll module > Payroll menu > Company Details), 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 enter Personal Details. 

��  From the Employee Details window, click Personal. 

 

��  In the Address box, type the address of the employee. 

��  In the Phone box, type the contact phone number of the employee. 
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��  Optional: If you are using departments, in the Department box type the department code you 
want the employee's gross wages to be allocated against. 

��  Select either Full Time or Part Time. 

	�  In the Position box, type the role of the employee. 


�  In the Date of Birth box, type the birth date of the employee. 

��  Select either Male or Female. 

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

���  In the Notes box, type any Notes relevant to the employee.  

For example, you can type in the actual dates of an Employee's Annual Leave or Sick Days. 

���  Click Update.  
 



���
�

�

KiwiSaver 

This guide was current at the time of writing.  Please check the Inland Revenue website 
www.ird.govt.nz for the most current information regarding KiwiSaver. 

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

All new employees will be automatically enrolled at 2% contribution. Existing employees will be 
marked as not enrolled by default. 

Before setting up KiwiSaver in Payroll, you should first check that there is a KiwiSaver 
Employee Account and a KiwiSaver Employer account set up in the general ledger.   

Go to: Main menu > General Ledger Module > General Ledger menu > Chart of Accounts. 
 

To Set up an Employee in KiwiSaver 

If you have more than one Payroll Company set up in the Company List window (Main menu > 
Payroll module > Payroll menu > Company Details), 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 you want to enter KiwiSaver Details. 
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��  From the Employee Details window, click the KiwiSaver button. 

 

��  From the KiwiSaver Details window, in the Employee Current Status area, select the 
employee's current KiwiSaver status from the following options: 

�  The employee has chosen to be Not enrolled. 

Note: A new employee can opt out on or after day 14 and on or before day 56 after 
starting employment. They cannot opt out in the first 13 days. 

�  Employee chooses to have 2% of their gross wages paid as their KiwiSaver contribution 

�  Employee chooses to have 4% of their gross wages paid as their KiwiSaver contribution 

�  Employee chooses to have 8% of their gross wages paid as their KiwiSaver contribution, 

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

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

��  Type the percentage of the employee's gross wages the employer is to contribute to 
KiwiSaver in the Employer Contribution  box. 

Note: Employer contribution to Employee KiwiSaver has been compulsory since 1st April 
2008. 
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��  The ESCT rate on contributions over 2% is a employer superannuation contribution tax 
which can be taxed at a rate based on salary and wages totalling; 
$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, select either: 

Employer contribution is part of the employee's contribution  

OR 

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

Note:  The second option should be selected in most cases as the employer is required to 
contribute in addition to the employee's contribution unless there is an agreement in the 
employment contract.  If the second option is selected please 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 each pay run has been completed.  These 
amounts cannot be modified.  


�  Click Update. 

If you do not enter an employer contribution, the following prompt will be displayed and the 
cursor will return to the Employer Contribution field. 

 
 

To Set up a KiwiSaver Contribution Holiday for an E mployee 

Go to: Payroll menu > Payroll menu > Employee Records 

��  Double-click the employee you require. 

��  From the Employee Details window, click the KiwiSaver button. 

��  Select I am taking a contribution holiday.  The following message will be displayed: 

 

��  If the contributions holiday has been confirmed click Yes, otherwise click No. 
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For further information regarding contribution holidays, please use the following link. 

http://www.ird.govt.nz/kiwisaver/employers/administering/contribution-holidays/ 
http://www.ird.govt.nz/kiwisaver/employers/administering/contribution-holidays/ 

 
 

To Set Up Salary Sacrifice (for KiwiSaver) 

If you have more than one Payroll Company set up in the Company List window (Main menu > 
Payroll module > Payroll menu > Company Details), you must first select the company the 
employee works for. 

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

The Salary Sacrifice allows the employee to sacrifice a percentage of their gross salary to be 
part of the employer's KiwiSaver contribution for the employee.  Check the Inland Revenue 
website www.ird.govt for details on when and how Salary Sacrifice can be used. 

 

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

As per normal KiwiSaver rules: 
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�  the employee contributes either 2%, 4% or 8%.  This amount is the percentage of the gross 
amount after the salary sacrifice has been deducted. 

�  the employer adds their percentage contribution on top of this, and; 

if the employers contribution is part of the 2%, 4%  or 8% then the total employer contribution 
(salary sacrifice + employer contribution) must be at least 2%.  

When an employee salary sacrifice is in place, this amount is no longer included in the 
employee's gross pay for tax purposes.  VisionVPM will recalculate the employee's gross pay for 
Pay Run calculations. 
 

When you process a pay run (Payroll menu > Pay Run), on the Employee Pay List window, 
VisionVPM will display the employee's Gross amount as the Gross amount less the salary 
sacrifice amount. 
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If you double-click the transaction, the following window will be displayed, with the salary 
sacrifice calculation, as highlighted. 

 

 

 

 

 

 

 

The KiwiSaver Salary Sacrifice amounts will also be shown on the employee's pay slip in the 
Pay Totals and the Year to Date Totals, as shown below: 
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The employee's KiwiSaver sacrifice amount will be included in the employer's contribution in the 
EMS file and also displayed as part of the Employer's contribution 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 up in the Company List window (Main menu > 
Payroll module > Payroll menu > Company Details), you must first select the company the 
employee works for. 

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

��  From the Active Employee List window, double-click the employee for whom you want to 
enter Time in Lieu Details. 

��  From the Employee Details window, click Time in Lieu, and then click Insert. 

 

��  From the Time in Lieu window, in the Date box, type the date the time in lieu was for. 
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��  In the Note box, type any relevant notes, for example, public holiday worked. 

��  In the Hours box, type the number of hours accrued or taken for Time in Lieu. 

��  Select whether the time is lieu is for Hours Accrued or Hours Taken. 

	�  Click Save. 
 

To Insert an Employee's Transaction Details 

The Transaction button on the Employee Details will open the stored transactions for the 
employee.  These are the default transactions. The transaction will be the employee’s normal 
allowance per pay period. E.g. Ordinary pay.  Transactions can be modified during the pay run, 
by double clicking on the employee from the Pay Run window, for example if you were to add 
any Holiday Pay or Sick Leave allowance.  Any modifications to transactions from the pay run 
window are not permanent.  When the pay run has been updated, the default transaction will still 
be the transaction stored on the employee's detail window.  Changes to transactions from the 
Employee Details window are permanent and will remain on the employee record until deleted or 
edited from the employee details window.  

If you have more than one Payroll Company set up in the Company List window (Main menu > 
Payroll module > Payroll menu > Company Details), you must first select the company the 
employee works for. 

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

��  From the Active Employee List window, double-click the employee for whom you want to 
enter Transaction Details. 

��  From the Employee Details window, click Transactions. 

 

��  Enter in the number of days paid in the Overall days paid in this pay period box. 
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��  For every allowance and deduction to be entered for this employee, click the Code arrow, 
and then double-click to select the allowance or deduction.  When a line is completed, a new 
line will become available to load. 

��  The Description and Type boxes will be automatically populated. 

��  In the Days box enter in the number of days for each allowance.  This is not a compulsory 
field as some allowances do not require days to be entered eg Uniform allowance.  The days 
will show through on the Employee Allowance Analysis report which would need to be used 
for Auditing purposes.  

	�  In the Qty column, type the number of hours for the allowance or deduction. 


�  VisionVPM will automatically calculate the Total. 

��  The following boxes will be automatically populated from the details entered on the 
Employee Details window: 

�  Tax Code 

�  Rate 1 – 5 boxes 

�  Child Support  

�  Pay Period 

�  Next Pay Due. 

�  The Total which is the sum of all entered allowances and deductions. 

���  When all allowances and deductions for the employee have been entered, click Save. 

Each pay run, transactions can be edited from the Employee Pay List window prior to updating 
the pay run. 
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Salaries in Payroll 

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

You will need to work out pay rates for sick leave and holidays for salaried employees.  The 
legal holiday entitlement is based on 4 weeks pay.  For simplicity, the number of hours worked 
per week may be set at the standard 40 hours and an hourly rate calculated from the salary, based 
on a standard 40 hour week.  Holiday pay, public holidays 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 period.  For example, if the salary is to be paid 
monthly, the rate will be the annual salary divided by 12.  If the salary is paid fortnightly, the rate 
will be the annual salary divided by 26. 
 

Set up a Salary Allowance/Deduction 

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

��  From the Allowance/Deduction List window, click Insert. 
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��  Select Rate 2 for the salary allowance.   

��  Select Include in Holiday Gross and Taxable Allowance. 
 

Set the Employee's Salary Pay Rate 

If you have more than one Payroll Company set up in the Company List window (Main menu > 
Payroll module > Payroll menu > Company Details), you must first select the company the 
employee works for. 

��  Go to Main menu > Payroll module > Payroll menu > Employee Records  

��  Select the employee and double-click to open the Employee Details window. 

 

��  Rate 1 is the default rate for calculating annual leave value, so the calculated hourly rate 
should be entered in the Rate 1 box.  (Hourly rate = annual salary / [52 weeks x 40 hours]) 

��  Type the calculated salary amount for each pay period in the Rate 2 box, 

��  Select the appropriate pay period for the employee (for example monthly). 

��  Type in the number of days worked in the Days Worked (per pay period) box.   
To work out the number of days worked for a monthly salaried 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 months = 21.726 days worked per month. 

	�  In the Next Pay Due box, type the date for the employee's first pay. 
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�  Click Transactions, and then enter a transaction for this employee with the following details: 

�  Code SAL 

�  Qty 1 

 

Click Save. 
 

Set up Holiday Entitlements for a Salaried Employee  

��  Calculate the hourly rate by dividing the annual salary by 52 and then dividing by average 
hours worked per week.  For ease of application, it may 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 = average hours per week multiplied by the 
number of weeks holiday. 

For example, if based on 4 weeks @ 40 hours per week this would be 160 hours. 

From the Employee Details window for the employee, click Holiday. 
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��  In the Holiday Record window, click Add Entitlement.  

 

��  In Entitlement Hrs box, type 160 and/or enter the appropriate percentage (usually 8%) into 
the Entitlement (%) box. 

��  In the Frequency (months) box, type 12. 

��  In the Start Date box, type the start date of the employee. 

	�  Click Save to return to the Holiday Record window. 

 


�  In the Holiday Record window, in the Last Entitlement Date box, type either the 
employee's start date or their anniversary date if start date is over a year ago.  If the employee 
is an existing employee being added to the VisionVPM payroll, you will need to enter any 
annual leave accrued (in hours) up to this date. 

��  Click Update. 
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Paying Holiday Pay or Sick Pay  to a Salaried Emplo yee 

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

This will result in a salaried employee getting paid extra each time annual leave or sick leave is 
taken unless an adjustment to their salary amount is made.  

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

 

This means the exact amount of the adjusted salary can be entered using the Qty field in the 
Transaction window. 

Whenever a holiday or sick pay is to be paid you can make the salary adjustments from the 
Transactions window.   

NOTE: If you make the changes on the Transaction window from the Employee Details 
window you will need to remember to go back and change them back to the employee’s standard 
salary once you have updated the payroll. 

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

Go to: Payroll module > Payroll menu > Pay Run   
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From the Employee Pay List window double click on the employee to open the Transaction 
window.  You can now enter in the Holiday or Sick Allowance by typing in the code or 
selecting the allowance from the down arrow. 

 

When entering the code for the Holiday Allowance, tab and enter in the number of days in the 
Days field, tab to the Qty field once you enter in the quantity of hours and press tab, the Holiday 
Pay Calculation window will open. 
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From the Holiday Pay Calculation window, when paying a salaried employee a holiday 
allowance, select the Agreed holiday rate of button, if you have entered in a rate on the Agreed 
Holiday Rate field from the Employee Details window then this rate will show here if nothing 
is showing then you can type in the hourly rate.  Click Continue. 

If an employee is due sick pay on the Transaction window, enter the code for the Sick 
Allowance, tab and enter in the number of days in the Days field, tab to the Qty field once you 
enter in the quantity of hours and press tab, the Sick/Bereavement/Public Holiday Pay Calc 
window will open. 

 

From the Sick/Bereavement/Public Holiday Pay Calc window, when paying a salaried 
employee a sick allowance, select the Agreed rate button, if you have entered in a rate on the 
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Agreed Relevant Rate field from the Employee Details window then this rate will show here if 
nothing is showing then you can type in the hourly rate.  Click Continue. 

If all allowances are entered on the Transaction window, click Save. 

If all employee adjustments have been made from the Employee Pay List window, click 
Update. 
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Generating a Pay Run 

The Pay Run area of the payroll module is where the transactions for each employee can be 
modified for that period.  Once all of the transactions have been modified or checked for each 
employee due a payment, the Pay Run is ready to be calculated and paid.  When updated, all 
details are posted to the employees' records, and the totals to the general ledger accounts, if the 
payroll has been linked to the general ledger in the Company Details window. 
 

The Process 

Go to: Payroll module > Payroll menu > Pay Run   

��  If you only have one company set up, you will go directly to the Enter closing date for Pay 
Due List screen. 

If you have more than one company for which you are paying employees, a Payroll 
Company Selection List will be displayed.  Select the company for which you are 
completing the pay run by double-clicking on the company name. 

 

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

��   In the Starting Cheque No. box, enter the next cheque number from your trading account if 
any of your employees are paid by cheque.   

��  Click OK. 

��  The Pay Due List will list all employees that are due to be paid up to the date specified.  This 
will be all employees who have a Next Pay Due date in their Employee Details which is 
prior to or equal to the closing date entered. 
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��  Check all employees due to be paid are listed in this window.  If any are missing and should 
be displayed, open their Employee Details window 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 List window can be opened and edited.  Simply 
double-click on the required line.  This is where you make any changes to the transactions for 
holidays or sick leave taken. 

 


�  To edit existing lines in the Transactions window, over-type the Code or select another code 
using the list arrow. If you Tab the Description and Type box will be automatically 
populated.   Enter in the number of Days for the allowance and the Qty of hours then tab and 
the Total will automatically be populated. 

To remove a line from the transaction window, highlight the line and click Clear. 

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

��  If you enter in a Sick, Bereavement, Public Holiday, or Alternative allowance when you tab 
out of the Qty field the Sick/Bereavement/Public Holiday Pay Calc window will open. 
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The Relevant hourly rate of pay is the amount of pay that the employee would have 
received had the employee worked on the day concerned including any overtime or irregular 
payments that would have been paid to the employee had they worked that day (however, if 
overtime is worked due to the employee’s absence then this is not included in relevant daily 
pay). 
 
The Relevant Daily pay of is to be used if the hourly relevant rate of pay cannot be 
determined then Relevant Daily pay is to be used.  This is based on the calculation Gross 
earnings in previous 4 weeks pay periods divide by the number of whole or part days the 
employee was paid in the previous 4 weeks pay periods. 
 
The Agreed Rate is to be used if the employees contract states a different hourly rate that the 
employee should be paid at for any sick, bereavement, public holiday or alternative days.   

   

���  Click Save to save the transaction and return to the Employee Pay List window. 

���  Optional: Click Reports and select the required payroll reports so that the pay amounts can 
be checked prior to updating or to view or print the Cheque Schedule or the DC schedule. 

���  When all transactions are correct, click Update to process the payroll calculations. 

���  The prompt: Are you sure you want to update payrun? will be displayed.  

�  If you answer No you will be returned to the Employee Pay List  window with no update 
having occurred. 
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�  Click Yes to proceed.  The pays will be calculated and the Next due date updated.  The 
option to print payslips will be displayed. 

 

���  Click Yes. 

NOTE: The date entered in the Enter Closing Date for Pay Due List window is the date that 
will be displayed in the general ledger and the Employee Activity windows in Payroll. 

NOTE: Child Support cannot exceed 40% of the Net Pay (= Gross pay - PAYE not including 
Student Loan).  So the amount on the Pay List may sometimes be less than the amount stored in 
the Employee Details.  If this happens the Child Support variation code of 'P' 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 employees on the list at this time (for example a 
correction or a final pay).  Check the employee's Next Pay Due date 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 to be paid by clicking them and holding down the 
CTRL  key during selection if they are not adjacent.   

��  When all the names to be removed are highlighted, click Clear Lines.  This will remove the 
unwanted names from the list.  When the list is rebuilt again for the same date, all employees 
will appear. 

��  Double-click the required employee to open their transaction window.  Edit the transactions 
and process the pay as described in the pay run section. 

 

To Change a Pay 

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

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

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



33�
�

�

Before changing any pay that has been processed and paid, you must give some thought to the 
effects of the change.  If the total amount remains the same it is fine.  If the overall result will 
leave the employee with a negative value on the current Employee Monthly Schedule you will 
need to explain this to the IRD.  It may be necessary to reopen 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 changed and double-click to open their Employee 
Details. 

��  Click Activity .  Select the date range for the transactions to be viewed and click OK.   

Only the last pay displayed can be edited or reversed.  Select the date range for the employee 
activity such that the required pay will be the last one displayed. 

��  To delete or reverse the pay, highlight the pay and from the Commands menu select Delete 
or Reverse.  

The following message will be displayed: 

 
Click Yes to delete the highlighted entry.   

��  To change or edit the pay, select by double-clicking. 

 

��  Make the required changes.  

��  Click OK to save the changes.  To cancel editing, click Cancel. 
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To Enter an Extra Emolument 

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

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

The Transaction window available through the Pay Run has 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 the extra emolument. 

��  In the Employee Details window, change the Next Due Date to the day the payment is being 
made to the employee. 

��  Go to Payroll menu > Pay Run. 

��  Enter the date for the payment into Enter closing date for the Pay Due List.  When the list 
of employees appears, double-click each employee who will receive the extra emolument 
payment.  The Transaction window for the employee will be displayed. 
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��  Enter the required transaction code and quantity.  The extra boxes on this Transaction screen 
are: Extra Emolument, Retirement/Redundancy, Use 33% Rate and Use 38% Rate.  Put 
a tick in each box that applies to this payment by clicking.  If you only tick Extra 
Emolument, then a standard tax rate will be applied.  If you need to apply a tax rate of 33% 
or 38%, tick the appropriate % Rate box as well as the Extra Emolument box. 

��  When the selection has been made, click Save. 

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


�  Click Reports to view the Pay List, Cheque Schedule and DC Schedule.     

��  Check that these are correct and if so, click Update. 

���  Go back into Employee Records and check the Next Due Date is correct for the next regular 
wage or salary payment.  If not, change it and then click Save. 

Explanations 

Extra Emolument: Tick this box for payments being made that are not for overtime, and are not 
paid regularly with salary or wages e.g bonuses, back pay, gratuities and retirement or 
redundancy payments. 

�  Use 33% Rate or Use 38% Rate: To determine the rate that should be used, calculate the 
employee's total earnings for the year including the extra emolument.  At time of writing, the 
33% rate should be applied where the employee's full year income is 48,001 - $70,000.  The 
38% rate should be applied where the employee's full year 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 Retirement or Redundancy.  
It is used in conjunction with the Extra Emolument field.   
 
To Enter a Final Pay 

When entering in a Final Pay, if an employee is due any money for days worked and their 
holiday leave is calculated by the Hour  then it is fine to put their ordinary pay and final payment 
for holiday leave together in the one pay run. 
 
If an employee is due any money for days worked and their holiday leave is calculated by the % 
of Holiday Gross then you will need to put the final pay through without  the holiday pay.  You 
will need to do a separate pay run for the holiday pay. 
 
Holiday leave that is calculated by the % of Holiday Gross gets calculated when the pay run is 
updated.  That is why you will need to put through the payroll and any ordinary hours due to the 
employee first.  
  
1) Once the final pay for any Ordinary hours due is updated, go to the Holiday Allowance 
window and take the tick out of Include in Holiday Gross and change the Rate 1 to $.  Click 
Save. 
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2) From the Employee Details window, make sure the employee details Next Pay Due date 

is showing the date of their last day worked. 
 

3) In the Holiday Record window in the % of Holiday Gross column in the Total due % 
field, this will show the dollar value that is due to the employee, e.g. $1230.20 Wright 
this figure down. 
 

 
 

Go to: Payroll module > Payroll menu > Pay Run   
 

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

���  Double-click the required employee to open their Transaction window.   

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

���  In the Code field type in the Holiday Allowance code or select from the drop down arrow, 
tab through to the Qty field (the number of days field can be left blank).   
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���  If you tab through the Qty field the Holiday Pay Calculation window will open.  In Max 
Average/Ordinary Earnings of will tell you the rate the final pay should be paid at.  The 
Total Due $1230.20 figure from the Holiday Record window, divide by the hourly rate 
$18.06 will give you the number of hours the Holiday Allowance should be put through at. 
$1230.20/$18.06 = 68.16hrs 

 
 
Click Save. 
From the Employee Pay List window, click  Update. 
 
NOTE: Once the pay has updated, you must go back into the Holiday Allowance and put the tick 
back on to Include in Holiday Gross and change the $ back to Rate 1. 
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The Employer Monthly Schedule 

The Employer Monthly Schedule contains the information required by the IRD.  This can be 
supplied in printed format or it can be sent as an electronic 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 company to be filed by double-clicking on it.  
You will be asked to Enter 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 the Employer 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 IRD will be created.  The Last EMS 
Date on the Payroll > Company Details window 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 completing the IR348 return, you must still 
Update and create the EMS File, as this process rolls over the date for the reporting of the 
Employer Monthly Schedule. 

The EMS file that is created will be stored in the same directory as your VisionVPM program, 
for example, C:\Omnis7\EMSMar99.csv  It is usually on the server, so the pathname for your 
EMS file may differ slightly to the one above, but it will 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 stored, as you will have to locate this path from the 
IRD website.  All support for sending your EMS file from this point onwards is handled by the 
IRD Helpline on 0800 10 90 80. 
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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 month. 
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Autobanking for Payroll 

Autobanking allows you to pay your employees quickly using direct credit through the bank.  
There are four steps to setting up autobanking to work with 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 the bank account number(s) for every employee 
being paid by Direct Credit through the autobanking method. 

If you have more than one Payroll Company set up in the Company List window you must first 
double click the company for which the employees work for. 

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

��  In the Active Employee List window, double-click the employee for whom you want to 
enter Banking Details. 

��  From the Employee Details window, click Banking. 

��  From the Banking Record window, in the Main Bank A/c: box, type the employee's bank 
account details. 

��  Optional: In the Particulars box, type in any Particulars to show on the employee's bank 
statement. 

��  Optional: In the Code box, type in a code to show on the employee's bank statement. 

��  Optional: In the Reference box, type in a reference that will be displayed on the employee's 
bank statement. 

Note: If the employee has requested that their Net Wages be split into different bank 
accounts, type the requested amounts into the Deduction boxes 1 – 5, and type the different 
bank accounts, as advised by the employee, into the corresponding A/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. 

 

��  Select I want to use autobanking for my payroll. 

��  Select the bank you will use for your autopayments. 

��  Enter your Company Name, the GL Code for your Bank Account and your full Bank 
Account Number. 

��  In the Output file name box, enter the name of the autobanking output file and the path 
(location). 

Click Save. 
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Complete Payment Run 

If you have more than one Payroll Company set up in the Company List window (Main menu > 
Payroll module > Payroll menu > Company Details), 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 the Date box in the Enter closing date for Pay Due List 
window.  Click OK. 

��  Optional: In the Starting Cheque No. box, type the number of the next cheque in your 
cheque book, if you are paying your employee's via cheques. 

��  Check all the employees that you intend to pay are displayed in the Employee Pay List 
window,  

Note: If there is an employee displayed who is not to be paid in this pay run, select that 
employee and click Clear Lines.  This will remove them from this pay run only. 

��  If any employee has no pay details, double-click the employee to open their Transaction 
window, make the necessary changes and click Save. 

��  Once everything is correct, click Update. 

��  Click Yes to the message, Are you sure you want to update payrun? 

	�  Click Yes to the message, Do you want to print the pay slips including leave totals? 


�  Select the report destination and click OK. 
 

Check and process the Auto banking 

This process creates an autobanking file which you enter into using your banking software. 

Go to: Main menu > Auto Banking.  
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��  Double-click to select the company for which you wish to process the autobanking. 

 

��  Select any lines that you do not wish to go to your bank account and click Delete. 

��  Click Print and select report destination. 

��  Click Update. 

��  Click Yes to the message: Do you want to create the Autobank file to input into your 
Banking System? 

��  The following message will be displayed: Do you want to clear these entries? 

	�  Click Yes.  


�  Before you do your next Payroll run:  

�  Go to Main 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 instructions from your Bank on how to operate this 
software.  The autobanking file you will need to send to the bank is located in the path you 
specified in the Bank Setup window from Main menu > Maintenance module > Maintenance 
menu > Codes and Descriptions > Autobanking Setup. 
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Paying Inland Revenue 

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

 

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

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

PAYE should also be processed as a cashbook payment. 
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