Payroll

Chapter 6: Payroll

Outline

In this module we will cover:
Payroll Wizard

Payroll Workbench Review
Print Payslips

Earning Summary Report

Committing a Payroll

AN A O

Electronic Payments

Payroll Wizard

The payroll wizard is the tool used to generate a pay run. The pay run is based on the data in
the scheduling system. This information tells the payroll system who worked, and what hours
they worked.

Employees

Payroll
Wizard

Payroll

Running the Payroll Wizard

1.  Open from the Navigator “Payroll / Payroll Workbench”
A.  Check “All” to show all pay runs

B.  Double Click B “Payrun 2” to display the pay run details
C. The workbench will be discussed in more detail later
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Payroll Workbench:- Payrun 2 Week Ending 10/02/2002

PDWEHFDHEE TRAINING

(" Open f« Al " EPS

Payrun Mumber:

Description:

New Payrun |/ Pawrun Summary |/ Employee Details \|

Week 33 Ending

Processed date

Accounting Period

ae< §

=
-

|Pavroll period 04/02/2002 [10/02/2002 _
v Time and Attendance

Pay Cycles Start: v wage Eamers
[ Fortrightly ; I—_| [ Salary Earners
EwWeekly Sod
[Tt anthiy P [~ Usze Selected Employee List

{s

i
Employee Tupes Mumber Hours Paid Gross Allowances Deductions Taw Mett'wages
Fulltime 4 160,00  1965.62 3.83 495 351.00) 1609.67| «
Perm Enterprise 4 160,00  2039.67 10.67 35.00 36165 164302 |
Casual 3 88.00| 1705.24 409.24 350 33615 1365591
Caontractor 4 160,00  2880.00 i .00 .00 2880.00

ReCast GL Bebuild Tatals Payroll Maotes Exit

Generate a Pay Run

Pay runs are generated by using the “New Payrun” wizard. However the workbench must be

open to run the wizard.

Practice

Outcome: Demonstrate how to generate a new pay run

1. Double click “B [Ehen Pamn in the top left of the window

Enter a descriptian far
this payrall

Thig zection collects information to create a new payrun

Payroll period 17/8/2002

Enter the week ending date to cloze faor this
payroll

' Enter the accounting penod you wish to post
thiz payrall to

Enter the type of payroll run vou are
perfarming

17022002 -
Enter the week processing date of thiz payrall 1720242002 -
200208) v

f* Automatic

" Manual

(" Termination

| M et |

Cancel

2. Enter the description as indicated
3. Select a “Week Ending” date of “17/02/2002”
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A.  This is very important — if the wrong date is selected the example will not produce

the planned results

4.  Complete the rest of the window as indicated

5. Click ‘B to proceed

Thiz zection collects the pay cycles and ranges that you
wizh to pay

Check the papcycles that you want bo pay in this payrun
CJFartrightly

B wfeekly

It anthly

|f wou require, enter the Commencing: ’—LI
pay period date ranges to
lirmit payment for

Ending: -

Back | P et | Cancel |

6.  Check the “Weekly” box

A.  All employees used in this example are paid on a weekly pay cycle
B.  Use the “Commencing” and “Ending” fields to control the date range if required

7. Click ‘B to proceed

Thiz section collects the Employee pay types that you
wizh to pay

Check the earnings type that you wigh v Time and Attendance
to include in this payrall

[w “wage Eamers

Vs

Do you want to choose the employess .~y
to pay & Mo

Do you want to averide any  Ves
employees pay parameters, Mate that

thiz can alzo be done after the payrun f Mo
iz initialized

Back | P et | Cancel

8. Check as indicated

v Time and Attendance

9.  Answer “No” to the questions
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Do you want to chooze the employees ~ Yes
o pay & Mo

Do pou want to overide any £~ Vs
employees pay parameters, Mate that Y
thiz can also be done after the payrun S
iz initialized

10. Click i to proceed

All the required information has been collected for a
pavroll to be extended.

Click, the Finizh buttaon to generate pour payroll

Chooze back to change any details or Cancel to Abort

Back C Fiish Cancel

11. Click B to start processing the pay run

Extending Payrun 3

Procezsing 16 Pay records
Pleaze W ait

(11111111 |

12.  Various messages will be displayed to indicate the status of the pay run

13.  When the pay run is complete an exception report will be created

A. Ifit does not appear on the screen check the task bar
PowerForce - POWER... . E] Print Preview

14.  The report should look like this
A.  The listed employees did not work during this pay run

B.  William Stevens appears separately as he did not work and also had deductions

C.  You may also have a record for John Practice if you did the add employee practice

session
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[PAYRUN EXCEPTIONS] POWERFORCE TRAINING Date 24/10/2003

Pavrun 3

List of Employees for whom no pay was produced This can be for various reasons, the main reason being they are paid by
the hour and have worked no hours this pay period, and they have NO standard allowances or deductions

Empld
PWR-005
PWR-007
PWR-008
PWR-010
PWR-014

Name

Alizon Joan Adams
John Brown
Anthony Brown
Alizon Brown
Debbie Lithgow

List of Employees Rejected From Payrun for the Following Specific Reasons

Empld Name Reaszons
PWE-205 WILLIAM STEVENS Active Emploves with no Hours Worked
this pavcycle

Practice

Print Payslips

Outcome: Demonstrate how to generate the employee pay advice slips

1.  To print pay slips, click B the

& button at the top right of the Payroll Workbench

2. You will be asked if you want “Detailed” or “Summary” pay slips

A Click¥B _ Deal |

Print Pay Advices

\-:) Frint the Summary or Detail Pay Advice
-

Detail

3. You will now have the opportunity to select some or all of the pay slips

A, Click "B _ seltar |
B. Click™D
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Select Pay Advices to print @

Emelugee I M ame | M ett _I Wieek Endina I WO
1 FadR-002 ANTHOMY ADARMS 392,85 17 FEB 2002 a4
2 F/R-003 JOHM ADARMS 414,25 17 FEB 2002 |
3 PwR-004 DEBBIE ADAMS 414,25 17 FEE 2002 3
4 PdR-006 WwWILLLARM ADARMS 411.37 17 FEB 2002 |
5 FR-009 DEBBIE BROW™MN 461.37 17 FEB 2002 |
B FiR-011 WILLLARM BROWHN 448,97 17 FEB 2002 |
7 PwiR-012 JOHM LITHGDW 405,30 17 FEB 2002 |
g PywiR-013 AMTHOMY LITHGOW 405,30 17 FEB 2002 |
9 FiR-015 ALISON LITHGOW 402.00 17 FEB 2002 |
10 FdR-016 MWwWALLLAM LITHGOW 397.05 17 FEB 2002 3
11 PwiR-201 JOHM STEVEMS 72000 17 FEB 2002 |
12 PwiR-202 AMTHOMY STEVENS 72000 17 FEB 2002 |
13 FR-203 DEBBIE STEWVEMNS 72000 17 FEB 2002 34
14 PiR-204 ALISOM STEVENS 72000 17 FEB 2002 3

ok Cancel Clear Select Al Search...

4.  Each selected pay advice will now be printed

POWERFORCE TRATNING
ABN 589 458 265 369
PAY ADVICE

ANTHONY T ADARMS Fay Method EFT
1313 Mocking Bird L ane
PARRAMATTA HNEW 2150
Diate Paid 1 7/02/2002
Emploves Fosition Perod P ay-Foint Pavytun Page
PWER-002 EWMTERPRIGE GUAED L1 [1103/2002-1702/2002 01 3 10F 1
Referenice Description Start Firish Hours
11022002 HIW 0o:00 0Z:00 2.00
12022002 HIW 0o:00 0Z:00 2.00
13022002 HIW 0o:00 0Z:00 2.00
14022002 HIW 0o:00 0Z:00 2.00
15022002 HIW 0o:00 0Z:00 2.00
Day Date Fate Mormal T&1A2 DT| DT&12 T3 Totals
Ilonday 11/02/2002 | 12.6800 2.00 101 .44
Tuesday 1200272002 | 12.6800 2.00 101 .44
Wednesday 1300272002 | 126800 2.00 10144
Thorsday 140272002 | 12.6800 2.00 101 .44
Friday 150272002 | 12.6800 2.00 101 .44
Total Hours Paid 40.00 40.00
Total ¥ alue $507.20 $507.20
LessBefore Tax Deductions Employee Superatmuation 3500 $472 20
Less Tax Taz 7935 $392 85
Nett Pay $39285
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Earning Summary Report

If you wish to check the payroll prior to printing the Pay Advice Slips run an “Earning
Summary Report”

Practice

Outcome:
L Click VB the &2
Workbench

Allowances Summary Output

Cost Analysiz ™ Printer
Deductions * Screen
| E arnings Above/Below Marmal ™ Emai
‘E arnir THmany  Fi
Edited Pays e
Electronic Payments

Exceptions Report - Reprint Eammsl
General Ledger o~
General Ledger - Detalleddccount -~

General Ledger - Detailed/E mployes
Hours: Worked Vs Paid

Leave Accruals - Hours

Leave Accruals - Yalue

b anual Adjuztments

FPay Code Tepe Summary

Pay Method Summary

Rozter Timecard Comparizon
Service Summary

Bun Repart

2. Select “Earning Summary”

Demonstrate how to generate a report showing employee earnnings

(pay run reports) button located at the top right of the Payroll

Payrun Reports @

. \J% Bun Report
3. Click “ the -=——"""""_ button
[Emplosment Type Summary] Drate 12/03/2002
POWERFORCE TRAINING
PAVRUN 3 Week Ending 1 7/02/2002
Empld Mame EmpDate Hours Gross  Allowances  Deductions Tax Mett PayBy
FWE-011 'William Brown 140172002 24.00 562.72 17472 3.50 110325 4453 97 Eft
PWE-002 Debbie Brown 140142002 24.00 57572 18772 aa 11435 46137 Eft
[ Totak CASUAL 48.00 1138.44 36244 350 22460 91034 |
PWE-204  Alison Stevens 04022002 40.00 F20.00 uli] uli] | 72000
PWE-203 DebbieStevens 040242002 40.00 720.00 uli] uli] | 72000
PWE-202 Anthony Stevens 040272002 4000 720.00 on on o 7000
PWE-201 Tohn Stevens 040242002 40.00 F20.00 aa aa | F20.00
[ Totak CONTRACTOR 160.00 2880.00 00 00 00 2880.00 |
PWE-O06 William Adams 140142002 40.00 518.07 1087 uli] 06.40 421 67 Eft
PWE-004 Debbie Adams 140142002 40.00 507.20 uli] uli] 0205 41425 Eft
PWE-003 Tohn Adams 070142002 40.00 507.20 uli] uli] 0205 41425 Eft
PWE-002 Anthony Adams 070142002 40.00 507.20 o 3s5.00 7035 30285 Eft
[ Totak ENTERPRISE 160.00 2039.67 10.87 35.00 361 .65 164302 |
PWE-016 William Lithgoa 040272002 40.00 428,93 oo 4895 36 93 39703 Eft
PWE-015 Alison Lithgow 040242002 40.00 48505 uli] uli] 8605 402.00 Eft
PWE-013 Anthony Lithgow 040242002 40.00 403 86 491 uli] 8855 40531 Eft
PWE-012 Tohn Lithgoa 1440172002 40.00 493,86 491 aon 3855 405351 Eft
[ Totak FULLTIME 160.00 1965.62 983 495 351.00 1609.67 |
[ Grand Totaks 528.00 8023.73 383.14 4345 93725 TH3.03 |
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Payroll Workbench Review

Outcome: Explain how to show an individual employee details

1. The Payroll Workbench contains summary information for the selected pay run

A. Double click B “All” at the bottom left of the screen to display pay runs

(" Open @ @A O EPS

B. Double click B a pay run to display its details

@PDWEHFDHEE TRAIMIMNG

Mew Payrun
Payrun 2

Eﬁ]PDWEHFDHEE TRAINING

New Paprn |/ Payrun Summary f Employee Details ]

m Payrun .

m F'ru . Paprun Muriber: ‘week 34 Ending [T 022002 j o

1 . i

D ezcription; Processed date Accounting Period
Payroll period 17/8/2002 17/02/2002
| Al pene | [v Time and Attendance
Pay Cycles Start: [v ‘wage Earmers
] Fartnightly ; ’—_I [w Salary Eamers
E"Weekly Ehel
CJtdanthiy ('“ [ Use Selected Emploves List

{+
i
Emplovee Types MHumber Hourz Paid Gross Allowances Deductions Tax Mett'Wages
Fuilltime 4 160,00 1965.60 9.80 4.95 351,00 1609.65
Perm Enterprize 4 160,00 2039.67 10.87 50.00 35695 1B32.72
Contractor 4 160,00 2880.00 .on .0n .00 2880.00
Cazual 2 48.00  1138.44 362,44 350 224.60 910,34
TOTALS 14 52800 a023A 38311 5E.45 93255 70321
C Open & Al  EPS ReCast GL | Bebuild Total: | Paproll Motes Exit

2. Click B the “Employee Details” tab for employee specific information

[ Payrun Surmary [ Employee Detailz ]
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@ﬁDAMS ANTHOMY

@.&DAMS JOHN [ Faprun Surmmary r Employee Detail: ]

@ﬁDAMS DEEEIE Emploves Payrall Overides wiages Breakdown
@'&‘DAMS "WILLLAM Payweeks: [1.0000  Suzpend To: lﬁl [ Haold Before Tax

@BHDWN DEBEIE

ﬂ BRI T Tax'wieeks: |1.0000  Pay Type: Mormal - 24.00 Hrs 358,00
(§)LTHGOW JOHN Edit Pagral Allowances 174,72

Adjustments made after payrun

@LITHGDW AMTHONY Deductions

@LITHGDWALISDN
LITHGOW WILLIAM

(8]
[§)5TEVENS JOHN Tauable FE272

Adjuzstments made before payrun

Taxable Earnings

EN—cxgc:c—cm:um'uozzr?tL_ImﬂmonmPr.E‘

[§)STEVENS ANTHONY Tas dmount 170 25
(§)STEVENS DEBEIE After Tax
[§STEVENS ALISON Aowances [
Pay Summary Wiew EPS Print .
Deductions  [3.50
70272002 Momal Homs | 120000 Te00 Z08.00] «
Time 172 18,0000 200 3600
Double Tire 24,0000 g00 taemnl| MEtPe  |asss
Saturday Loadir E.5000 8.00 52.00( =
ReCast GL | Rebuild Totals | Payrall Notes ‘ Exit ‘

[ Dizplay #

3. Double click i the employee's name to show his details

@.&D.&MS ANTHOMY
@.&D.&MS JOHM
@.&D.&MS DEBEIE
@ﬁDﬁMS WILLIAM
@BHDWN DEEBIE
ﬂ IR M wALLIAM]
@LITHGDWJDHN
@LITHGDW.&NTHDNY
@LITHGDW.&'«LISDN
@ LITHGO W */1LLIAM
@STEVENS JOHM
@STEVENS AMTHOMNY
@STEVENS DEEEIE
@STE‘JENS ALISON
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Employes Payroll Overnides Wwages Breakdown

Pay weeks: |1.0000  Suspend To: - [~ Hold Before Tax
Tax'weeks: [10000 PayTwpe:  [Nomal | 40.00Hs 148895

: Allowances
Edit Payroll Adjustments made after payrun

Deductions

ik

Taxable Earnings

T axahle 480 95

Adjustmentz made before payrun

1

Tax Amount |25 95

After Tax
Allowances Ii
Pay Surmmary Wiew EPS Prirt Deductions IF
17/02/2002  Mormal Hours 122237 40.00 43895
%g:ﬂu Irion Fe 4.9500 1.00 ngg Nett Pay IW

Committing a Payroll

A pay run can be rerun again and again, if required, until it has been committed. This step
informs the system to lock in the pay details so that banking details can be generated.

Practice

Outcome: Demonstrate how to prevent changes to a completed pay run
1. From the Payroll Workbench click B the “Pay Run Summary” tab

2. Double click B the pay run

3.  Click i the Y button at the top right of the window

::/J Cormmit Payrun 3
-

4. Click JPJ the button

Processing

Commiting Payroll
Please \Wait

(1111131111 |

78



Payroll

5. Messages will be displayed indicating the status of the process

Exception Reports

\:p Delete Erception Feports?
L]

6.  Exception reports are stored as PDF files (Portable Document Format)

| to remove the old report
B.  Clicking B ﬁ will leave the report for later use

7. Once complete the Y commit button will be removed

IS

Electronic Payments

Once a pay run has been committed the electronic payment can be generated and then the file
for the bank can be produced. The setup details for this are completed as an administration
function and are covered in the Administration manual supplied with PowerForce.

Practice

Outcome: Demonstrate how to create an Electronic Payment File

1. Clck ‘B the "8 | electronic payment button at the top right of the Payroll Workbench

Electronic Payment Processing E|E|E|
Depozit Detailz Fayments to Include
Campany Bank Account Depozit Date Favrun Mumber & Cument payrun
PWRTRN | |COM ~| oz ~| =] ¢ Outstanding payments
|F'EIWEF|FEIF|I:E TRAIMIMG 127-345 137629 [~ Add Super Payments
RefNo | [CATEMPATRANFILE. TXT | [ Add Payroll Tax Payments
Deposit Sumnmary Proceszs to Flun
Source I Type I Reference I Enitries I Amount I Include {+ Recreate Deposit
1 - (™ Generate Deposit
] 1 " Yoid Payments
3 |— " Yiew ALL Outztanding
4 " Wiew Current Payiun Only
B " Rejected Depozits
E " Confirm Transmiszion
i
g
] hl | Print Reports |
| Depozit Tatal
Clear | Exit |

2. Select “Generate Deposit”
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Process to Run

(" Recreate Deposit

~
" Wiew ALL Qutztanding
" Yiew Current Payrun Only
" Rejected Deposzits
" Confirmn Transmigzion

3.  The payment will automatically be created and displayed in the deposit summary

Deposit Summary

Source | Type | Reference | Entriez | Aot |Inu:|uu:|e|
1 PAY DEP 3 10 415271 |Yes

|Enmplete Deposit Tatal 415271

4.  To create a report of the payments, click B M at the bottom right of the

window
[EFS_DEFPOEIT] POWERFORCE TRAIMIMNG Drate 120372002
Femittance Mo 2
POWERFORCE TRAINING 127-345 137629

Enmplotyes deoount Hame BiE deoount Ho Ameonnt | Lodzement Femitlo |Scurce | Payiun
PWE-OM DEEEIE ADAME 012105 1253596 414 25 2 BAY 3
PWE-011 WILLAM BECWH 012010 2560785 447 97 2 BAY 3
PWE-015 ALIZON LITHGOW 012138 45805 40200 2 BAY 3
PWE-O08 WILLIAM ADAMS 012044 314687 421 £7 2 PAY 3
PWE-003 JOHW ADAMS 012011 12887 414 25 2 BAY 3
PWE-016 WILLIAM LITHSOW 012148 4783012 39705 2 PAY 3
PWE012 JOHN LITHGOW 0l2-011 125357 40531 2 T4 3
PWE 009 DEEEIE EROWH OL2-055 1255732 481 37 2 T4 3
PWE 013 ANTHONY LITHGOW 0l2-003 2566578 40531 2 T4 3

PWE D02 ANTHONY ADAMS 012010 598147 35285 2 PAY 3

TOTAL Deposits 4185105

5. To create the file to be sent to the bank, click U% w
A.  The deposit summary will now indicate that transactions have been created

Deposit Summary

Source | Type | Reference | Entries | AmoLnt |Inu:|uu:|e|
1 |Pay DEF 3 10 415271 Mes

11 Records written, 13 Blocks written, 1587 B Depozit Tatal 415211
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The Payroll Workbench Buttons

At the top right of the window there are 8 buttons that perform various functions. Once a pay
run is committed a ninth button for EFT will appear between the 2 groups of 4 buttons.

QN A& §

ﬂ..

Cancel

This ol button will delete the data from the pay run but keep the parameters.

Recall Wizard

This L | button is normally disabled. Only cancelling a run will enable the button.

Click this button to re-run a pay run when you need to change parameters.

Reprocess Pay Run

Click this Q button to reprocess the run using the same parameters as the original run.

Commit

Use this Y button to commit the pay run.

Electronic Payments

Click B this 8" | button to open the Electronic Payment window.

View Details

This A button allows you to view individual employee pay data.

Print Pay Advice slips

Click Bl@ to print the pay slips.

Reports
This Q

button displays the report window.

Employee Details

Click [:, to display the Employee Rates window. If an employee is selected from the
Extend tab he will be automatically loaded.
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