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Payroll How-To 
 

Sett g Up Leave to Ain ccrue 
 
Outcome p. 

tor for a Leave 

 leave window. 
List the fields that must be completed in the “Employee Types” and “Pay 
Classification” windows. 
Explain how to setup a “Leave” client. 
 

Use When 

This is required to accrue leave for employees and to work out payments when leave is taken. 

Overview 

 
ve 

 
 Leave 

Rostered Day Off 
 

es 
 
Pa
 
Se
 

Procedure 
 

1. Leave types can be found in “Payroll / Earning Code” in the “System Codes” menu 

2. A separate code must be entered for each type of leave. 
Eg if some part time employees accrue pro rata on hours worked, they would be on a 

different leave code to part time employees that accrue set hours per period. 
 
 
 
 

: List the 4 types of leave to be setu
Demonstrate how to set the Method and calculate the Fac
window. 
Demonstrate how to create, a

 

 

 
Sick Leave 

Holiday Lea

Long Service
 

Employee Typ

y Classification 

tting up a Leave Client 

___________________________________________________________________________ 
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e 
1. i k

A
ore Information see “Data Entry” in the Introduction. 

2. Description 
A.  Up to 40 characters 

 

S c  Leave Code 
.  Between 3 – 6 characters in length 

B. For m

 
3. A ua

A. A rked per year and will accrue 1/52 of the 
er week. 

1) tlement = 40 hours / 52 weeks = .769 hours per week. 
B G

1) ranted at the commit process of the first 
payrun after the anniversary date. 

ement based on 

g yearly entitlement = 40 hours / 52 weeks = .769 hours per week / 40 

4. P
A. The rate to be used for employees who accrue leave based on the Pro-Rata of 

Hours option (if chosen in the Accrual Method above) 
B. As per the formula for “Pro-Rata of Hours” option above the value entered here 

would be the figure (0.0192) as a percentage, ie: 1.92 

5. First year accrual 
A. This field is used if the entitlement is different in the first year to the following 

years (value entered in “Accrual hours Per Period” below). 
B. Enter the total hours for the first year of service. 

ccr l method 
ccrue on days means days wo

entitlement p
 Eg yearly enti

. rant on anniversary 
 Means the entitlement will be g

C. Pro-Rata of hours 
1) Means the pro-rata rate will be used to calculate the entitl

the full time accrual. 
2) E

hours per week = .0192 per hour worked. 

ro-Rata Rate 
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6. A
A r each year. Entered if selected “Accrual Method” 

above) is not “Pro-Rata of hours” 

7. Ma
 is the cap value for the entitlement 

8. A ive
A A

1 ans leave will accrue on a weekly basis and leave taken will subtract. 
en is greater than leave accrued the entitlement will go into 

ulation 
1 crued it will be paid 
2

C. R n 
s at anniversary date entitlement will be set to zero. 

 will be added based on the 
“Accrual Method”. 

er Account 
A r has been setup. 

In u
ation 

A  on this leave. 

mpensation 
A ave.  

3. A
A own. 

 will be calculated back to the start date. 

4.
A.  months before employee will be entitled to the accrual. 
B a warning will be given 

e prior to entitlement date may still be paid if approved. 

Holiday Leave 
1. Holiday Leave Code 

A.  Between 3 – 6 characters 
B. For more Information see “Data Entry” in the Introduction. 

2. Description 
A.  Up to 40 characters 

 

 ccrual hours Per Period 
. Total entitlement hours fo

(

 ximum 
A.  This

nn rsary Rule 
. ccrue leave 

) Me
2) If leave tak

negative. 
B. Positive Accum

) Means if leave taken is greater than leave ac
) The entitlement will not go into negative. 
eset Accumulatio

1) Mean
2) Then the entitlement for the current year

9. General Ledg
. Enter your account code if the general ledge

cl sions 
1. Superannu

. Check this box if super is to be calculated

2. Workers Co
. Check this box if workers comp is to be calculated on this le

 ccrue after 
. Enter the number of months before accrual is sh

B. Accruals

 Entitled after 
Enter the number of

. If leave is to be taken prior to entitlement date 
C. Leav
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3. Accrual method 

A. Accrue on days 
s worked per year and will accrue 1/52 of the entitlement per 1) Means day

week. 

WeekperHrs3.077Hrs160nt. ==  Eg EYr.
Wks52

B. Grant on anniversary 
1) Means the entitlement will be granted at the commit process of the first 

payrun after the anniversary date. 
C. Pro-Rata of hours 

1) Means the pro-rata rate will be used to calculate the entitlement based on 
the full time accrual. 

or a yearly entitlement of 160 hours or 4 working weeks. Eg. F

 H160 weekperHours3.077
eeks
ours

=  
W52

 
ainHrs40

Hr Workedper  0.0769
week

7
=  3.07

4. Hour Pay Type 
A. Choose from the list box whether to pay the leave at: 

1) Normal 
2) Time and ½ 
3) Double time 
4) Double and ½ 
5) Triple time 

 

___________________________________________________________________________ 
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5. U
er to accrue in hours or days from the list box 

6. H
A
B. The allowance must be first be setup in the “System Codes” menu under “Payroll 

 Codes”. 

7.
A ficate. 

8. General Ledger Account 
eneral Ledger Account Number from the list box or type in an existing 

Calculation Rates 
1. U

mber of units to be accrued each year i.e. if unit type is hours, enter 

B urs” 

2.  
 used for employees who accrue leave based on the Pro-Rata of 

ve) 
the formula for “Pro-Rata of Hours” option above the value entered here 

.69 

entitlement 
A  the entitlement will accrue. 

ing 
A e 

5. A
A. Enter the number of months before accrual is to show 
B. Accruals will be calculated back to the start date. 

d after 
A es will be entitled to the accrual. 

e taken prior to entitlement date a warning will be given 
C pproved. 

 

Inclusions 
1. Superannuation 

A. Check this box if super is to be calculated on this leave. 

2. Workers Compensation 
A. Check this box if workers comp is to be calculated on this leave.  

 nit Type 
A. Choose wheth

 oliday Loading Pay Code 
. Choose an allowance to pay the leave loading from the list box. 

/ Earning

 Group Certificate 
. Choose the field where the amount will appear on the group certi

A. Select a G
number. 

 nits Per Annum 
A. Enter the nu

the number of hours. 
. Entered if the selected “Accrual Method” is not “Pro-Rata of ho

Pro rata entitlement 
A. The rate to be

Hours option (if chosen in the “Accrual Method” abo
B. As per 

would be the figure (0.0769) as a percentage, ie: 7

3. Maximum 
. This is the maximum number of hours

4. Leave Load
. Enter the percentage loading you wish to apply to annual leav

 ccrue after 

6. Entitle
. Enter the number of months before employe

B. If leave is to b
. Leave prior to entitlement date may still be paid if a
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ve 
1. g

A
ore Information see “Data Entry” in the Introduction. 

2. Description 
A.  Up to 40 characters 

 

Lon  Service Leave Code 
.  Between 3 – 6 characters 

B. For m

 
3. Accrual d 

A
1) n days worked per year and will accrue weekly (1/52 of 

the entitlement per week). From the method “Days per annum” below 
which gave 4.333 days, we multiply this by 8 (hour per day) to get 34.664 

 
eek we divide by 52 

 

 Metho
. Accrue on days 

 Means it is based o

Hours. 
Eg 8333.4 × = 34.664 hours for the year 

2) Per W

WeekperHrs0.666
Wks52

Hrs34.664
=  

B. Grant on anniversary 
1) Means the entitlement will b  granted at the commit process of the first 

payrun after the anniversary date. 
C Pro-Rata of hours 

1) Means the pro-rata rate will be used to calculate the entitlement base on the 
full time accrual. 

Eg. For a yearly entitlement of 34.664 hours per week. 

 

e

weekperHours0.666
Weeks52

Hours34.664
=  

. 

Hr Workedper  0.016
weekainHrs40

0.666
=  
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4. P
A ccrue leave based on hours worked. Enter 

B  Hours” option the value entered here would 
ure (0.016) as a percentage, ie: 1.6% 

5. D
E  of days to be accrued each year. To be entered when “Accrual 

M
T
1) Divide “Days of Long Service To Accumulate” by Years To Accumulate It 
Eg 13 weeks long service (5 days a week) for 15 years would look like 

 

 ro-Rata Rate 
. The rate to be used for employees who a

if “Accrual Method” selected is “ProRata of hours” 
. As per the formula for “Pro-Rata of

be the fig

ays Per Annum 
nter the number

ethod” (above) selected is not “Pro Rata of hours” 
o calculate this: 

years
w

15
 weekadayseeks 513 ×

15
 513×  = 65  = 4.333 Days per Annum 

15

6. G
ount will appear on the group certificate. 

er Account 
A r has been setup. 

In u

k this box if super is to be calculated on this leave. 

2. W
A  

Accrue and Entitled After 
1. A

A he algorithm used in the 
to 2 months therefore entering a 2 

uld have no affect. 
will be calculated back to the start date. 

2. E t
A ill be entitled to the accrual. 
B. If leave is to be taken prior to entitlement date a warning will be given 
C. Leave prior to entitlement date may still be paid if approved. 

Rostered Day Off 
1. Rostered Day Off Code 

A.  Between 3 – 6 characters 
B. For more Information see “Data Entry” in the Introduction. 

 

 roup Certificate Box 
A. Choose the field where the am

7. General Ledg
. Enter your account code if the general ledge

cl sions 
1. Superannuation 

A. Chec

 orkers Compensation 
. Check this box if workers comp is to be calculated on this leave. 

 ccrue after 
. Enter the number of months before accrual is to show. T

system will however never show accruals prior 
or less wo

B. Accruals 

 n itled after 
. Enter the number of months before employee w
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2. c
A.  Up to 40 characters 

 

Des ription 

 
3. M d

A Pro-Rata of hou
1) Means the pro-rata rate will be used to calculate the entitlement base on the 

rual. 
Eg

 

etho  
. rs 

Hours 40

full time acc
. For a 4 week entitlement of 8.00 hours. 

0.2Hours8
= Accrual hrs per worked hr 

 Factor = 0.2 
B

) Means the number of hours accrued for every week of work. 
For a 4 week entitlement of 8.00 hours 

. Hours per Week 
1
Eg 

2 Hours8
= 

 Weeks4
hours are accrued per week 

Factor = 2 

4. 
A
B. Reset 

5. Factor 
A. See value set under “3. Method” 

6. RDO Bank 
A. This value is used by the system to identify RDO accruals. 
B. It should not be changed. 

 

 

 

Action 
. Accrue 
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7. G
A. Enter your account code if the general ledger has been setup. 

1. S
 if super is to be calculated on this leave. 

2. Workers Compensation 
f workers comp is to be calculated on this leave.  

Employment Types 
1. Found in the “System Codes” menu under “Payroll / Parameters”. 
 

 eneral Ledger Account 

Inclusions 
 uperannuation 

A. Check this box

A. Check this box i

 
2. For each “Employment Type” 

A. In the “Calculate” section check the box(s) for any required leave entitlements. 
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on 
1. Found in the “System Codes” menu under “Payroll / Classification Codes”. 
 

 
2. Select the “Entitle” tab. 

3. Assign a “Leave Code” from the list box for each type of leave displayed on the left. 
 

 
4. A ne setup in the General Ledger Module. 

Setti  
eduling system.  

 person is not scheduled they do not get paid. 
B. To pay a person who is on leave they must be 

1) Scheduled to work for the “Leave” client. 
 Or 
2) Have leave selected in the “Leave” list box on the booking window of the 

schedule. 

2. The “Leave” client must be set up in “Client Contacts” with a charge type of 
“Overhead”. 

 

 Ge ral Ledger Account can be entered if 

ng up a Leave Client 
1. The payroll system pays people based on information in the sch

A. If a
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3. T

A  Menu 

B. Click

o do this 
. Select the Wizards

 Add Client 
C. Enter “Leave” for the: 

1) Client Name 
2) Generic Name 
3) Client Code 

 

 
 
 
 

___________________________________________________________________________ 
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D
E. Ensure you check “Do you wish to enable rostering?” 

. Complete as per normal 

 
F. Ensure you select “OVERHEAD” in the “Charge Type”. 

  
 

Entering a New Tax Table 
 

Demonstrate how to enter a new ”Tax Table” received from the Tax Office. 
 

Why Use 

e is followed every time a new tax table is issued to by the ATO. 

 
 

Ap
 

Procedure 
1. Open the “Tax Table” window located in the “System Codes” menu under “Payroll / 

Parameters / Tax Tables” 
 

Outcome: 

 
This procedur
 

Overview

Entering Data 
 

plying the change 

 
 

2. Enter details as follows: 
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A. 

A  the ATO document. 
B
C. Enter a description that relates to the tax table 
D. Enter the amounts on the ATO as indicated 
E. If you are not sure about the “Medicare Levy”, “Leave Loading Limit” or the 

“Type” consult the ATO. 
 

. The table number as it appears on

C. 

B. 

D. 

. The effective date as it appears on the ATO document. 

 

3. Click the  button to save the data 
. er the description 

 

s Superannuation Payments 
 

nt” report. 
Explain the meaning of the fields displayed in the ”Pre-payment report. 
Demonstrate how to create the superannuation payment. 
Demonstrate how to setup the superannuation payment for EPS processing. 
 

Why Use 
 
This is used to calculate the Superannuation payments for a company and then setup the 
transfer. 
 

A The “Tax Code” will now appear in the list to the left, howev
ened. will not appear until next time this window is op

Proces
Outcome: Demonstrate how to create superannuation “Pre-Payme
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w 

ort 

t 
 

 
ents 

1. Select Payroll on the “Navigator” window. 

2. Open the “Superannuation Processing” window. 
 

 
Create Rep
 
Check Repor

Create payment 

EPS remit paym
 

Procedure 

 
3. If you operate one company it will be automatically selected, if not select your 

company. 

4. Enter the date range for the superannuation to be paid. 

5. Select “Print Pre Payment Report” 

6. Select “Screen” as the output 
A. Information can be reviewed on the screen. 
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B. If necessary a hard copy can be printed from this window. 

7. C lick  
A. Sample of report 

 
8. C ck 

A T created as follows: 
1
2
3 er could be payable on if not limited 

ded by the hours super could be payable on 

6 er hours are limited then this 
amount will be the limited hours x Avg$ 

ibution rate as set in “System Codes” menu 

9. W

A. Select Create Superannuation Payments” and click 

he the values are correct. 
. he fields of the report are 

) Fund - As set in “Personal Rates”, “Super” tab 
) Policy No - As set in “Personal Rates”, “Super” tab 
) Hours - Total hours sup

4) Avg$ - $ value of hours divi
5) Salary Base - Total gross pay 
) Super Base - Value of Avg$ x hours. If sup

7) Contribn - Super base x contr
under “Payroll / Superannuation” 

 hen the “Pre Payments Report” values are correct 

“

 

. 
1) This will print a report similar to the pre payment report. 

B. Select the “Monthly Report to Funds” and click  
1) This will create a separate report for each fund. 

10. If the superannuation payments have been created and there is an error. 
A. After the error is fixed select “Recreate Superannuation Payments” and click 
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11. If the super payments are to be transferred by EFT 

A. Select “EPS Remittance to Funds” and click  
. The B payment will then have to be transferred through the Electronic Payment 

 
Outcome: e to be earned on 

cumulative hours. 
Explain how to limit overtime to cumulative hours only. 
Demonstrate how to link an overtime rule to the “Employment Type”. 
 

 
 can be setup to earn overtime based on their cumulative hours over one or more 

cycles as opposed to the hours worked in a single day. 

Creating an “Award Overtime Rule” 

 Overtime Rule” to “Employment Type” 

Procedure 
Creating an “Award Overtime Rule” 
1. Open the “Payroll / Award Overtime Rules” from the “System Codes” menu 

Systems 

To setup Accumulating Overtime 
 Demonstrate how to create a rule that will allow overtim

Why Use 

An employee

 

Overview 
 

 
Link an “Award
 
“Recast” overtime prior to the payrun 
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2. S ule. 

A. Enter a description for the new code 

3. E

4. E m number of “Normal” hours in a “Roster Cycle”. 
A H ill incur accumulated overtime. 

5. C ck e hours are less than base” 
A T less the “Base Hours per Roster Cycle” 

v
B le event exceeding the base. 

6 hours 
The total hours were 82 

 Limits” table 
 non-weekend rates 

6.
. Each value indicates the time period before the employee enters the next overtime 

category 

his s the min um number of options to be set to be paid accumulative overtime. 

8. Check “Cast Overtime Daily” if you want the overtime in excess of the base to be paid 
against the days where overtime was worked. 

9. Check “Allow Overtime to be Cast on Week End Shifts” if you want to allow overtime 
to be paid at weekend rates as opposed to the rates of the last shift worked on a week 
day. 

10. Click

 elect an existing rule or enter a code for a new r

 nter the number of weeks in a “Roster Cycle" 

nter the maximu
. ours over this value w

he “Zero Overtime wher
. his prevents overtime from being paid un

alue is exceeded. 
. By default overtime will paid as a sing

1). If the base was 7
2) 
3) 6 hours of continuous overtime would be paid. 
4) Overtime is paid based on the values set in the “Overtime

C. By default overtime is paid at

 Complete the “Overtime Limits” table 
A

7. T  i im

  

___________________________________________________________________________ 
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Link an “Award Overtime Rule” to “Employment Type” 
1. Open “Payroll / Parameters / Employment Types” from the “System Codes” menu. 
 

 
2. Select your “Employment Type” 

3 Select the desired “Overtime Rule” . 

. 4 Click   

“Recast” overtime prior to the payrun 
1. Immediately before the payroll is run and after all adjustments have been made to the 

schedules cast the overtime 

2. Open “Scheduling / Cast Overtime” from the navigator. 
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3.

4. S cast 
A Rule” maybe setup 

 run separately 

5.  Ending” 

ele t the “Pay Cycle” type 

 Select “Company” 

 elect the desired “Overtime Rule” to 
. More than 1 “Overtime 

B. Each rule must be

 Select the “Pay Week

6. S c  

7. Click   
 

Setup a GST Contractor 
 
Outcome: yment Type” that will allow a loading 

calculation. 
Explain how to set an “Allowance Code” to add 10% before tax. 

 

Use When 
tractors and the GST must be calculated for this procedure 

Overview 
 

nt Type 
 

 
 

te an Award Interpreter Record 

wance Code 

 
Testing 

Procedure 
Create an Employment Type 
1. Open “Payroll / Parameters / Employment Types” from the “System Codes” menu 
 

 Demonstrate how to create an “Emplo

Demonstrate how to add a penalty to create GST. 

When you employ con

Create an Employme

Create an Award Code

Crea
 
Create an Allo
 
Create a Classification Code 
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2. Create an “Employment Type” code and description for the contractor 

ak sure you dicate that it is for GST 

”, “Hours P/A” and “FTE” as indicated above. 

e calculated 

5. Click

A. M e in

  

3. Complete “Hours/Week

4. You must check the “Loadings” box to allow the “GST” to b

Create an Award Code 
1. Open “Time Scheduling / Award Codes” from the “System Codes” Menu 
 

 
2. Create a code and description for a “Contractor (GST)” 

3. Click   

Create an Award Interpreter Record 
This is used to define that normal pay and the GST, as defined above, are paid each day. 

1. Open “Time Scheduling / Award Interpreter” from the “System Codes” menu 

___________________________________________________________________________ 
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2. Enter a code and Description 

plete the award rule band by selecting 

N

d 

GST – That you just created in the award codes 

4.

5. Click

3. Com

 – Normal Pay 

 an

  

Create an Allowance Code 
This item will setup an allowance (addition before tax) of 10% to cover the GST 

1. Open “Payroll / Earning Codes / Allowance Codes” from the “System Codes” menu 

For each day 

 Setup overtime as desired 

___________________________________________________________________________ 
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2 Enter an “Allowance Code” to.  indicate GST 

. tion Type” of “Addition Before Tax” 

wance” an addition to normal pay before tax 

. ST 

5. Select “Percentage” as the “Method” 

A. This is because GST is a percentage 

t “ mount/Factor” to 10 

ional 10% 

entre” 

9. Click

3 Select an “Allowance Deduc

A. This makes the “Allo

4 Set the “Description” to indicate G

6. Se A

  

Create a Classification Code 
This allows you to define an “Employee Classification”, to be used for contractors that will 
pay GST by treating it as a penalty rate. 

1. Open “Payroll / Classification Codes” from the “System Codes” menu 

A. This is because GST is an addit

7. Select “Gross Earnings” in “Group Certificate Box” 

8. If using the General Ledger select the appropriate “Cost C

___________________________________________________________________________ 
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2.

 field 
ffective Date” 

3. Select the “Award Rule” you created in the “Award Interpreter” 

4. ” is normally set to “Hours” as you pay by the hour 

5. Setup the rates as desired 

A. Click

 Create a new “Classification” 
A. Enter a code for the GST contractor in the “Position”
B. Select the “E
C. Enter a description 

 

 “Calculation Method

 the “Rates” tab 
B. Complete values as desired 

6. Setup penalties to pay GST 
A. Click the “Penalties” tab 

 

 
B. Check “Pay” “Public Holiday” and “Overtime” if appropriate 

C. Double click  an empty cell under “Allowance” 
1) Select the “Allowance” you previously created see “Create an Allowance Code” 

on page . 

___________________________________________________________________________ 
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D. Tab to “Amount” and enter 10 for the 10% GST 

E D. ouble Click  under “Link” 
1)
2) This links the penalty to the GST award code used in the “Award 

Interpreter” 

k

 Select the GST award code 

  7. Clic

T sting e
g / Time Scheduling Workbench” from the “Navigator 

. 

. he shift 

4. Check the “Pay Tab” in the “Booking” window for the rate and classification 

5. G
A. There should be a GST line under normal hours. 

1) Double click

1. Open “Schedulin

2 Assign a shift to a contractor 

3 Double click t

o to the Cost Tab 

B. If the shift was already assigned 

 the hours and another line should appear with the GST 

Setting Up Superannuation 
Outcome: Demonstrate how to setup a new superannuation fund. 

ing used. 

e 

Use this feature to register a “Superannuation Fund” with the system so that payments to the 
utomated. 

Overview 

h
 
Checking details 

Procedure 
Setup 
1. Open “Payroll / Superannuation” from the “System Codes” menu. 

the amount. 

 

Explain how to check to see when superannuation fund is be
 

Why Us
 

fund can be a

 
Setup 
 
W ere it is used 
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2. C

B
C

3. C
shold is the amount that the employee must earn in a month to 

B age of employee for super contributions 
C early amount of contributions per employee 
D D

RPT – Report and cheque posted 
S – Electronic payment  

yment 
 created in EPS Payees (System Codes / Payroll / 

details will be entered automatically if a distribution code is chosen from 

4. If the General Ledger is being used complete the “GL Accounts” section 
Company – Balance Sheet account for the SGL liability 
Employee – Expense Account for the SGL 
Emp Add – Balance Sheet account for Additional Employee Contributions 

5. SGL Component 
A. SGL – Superannuation Guaranteed Levee 
B. Date – The date the levee was set 
C. Previous Rates – A log of changes to the “Superannuation Guaranteed Levee”. 

 

 omplete the “Details” section 
A. Enter a short code for the fund 

. Enter the policy number for the company 

. Complete the Name and address of fund provider 

 omplete the “Superannuation Parameters” section 
A.  Earnings thre

have super contributed 
. Minimum and maximum 
. Contribution cap is the maximum y
. istribution method 

EP
EDI – Electronic data interchange 

E. Distribution code is the code for the pa
1) These codes must be

Parameters) 
F. Account 

the list 

 

___________________________________________________________________________ 
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 reference the superannuation codes 

1. 
A. All earning codes “System Codes / Payroll / Earning Codes”, including leave 

 be checked to include superannuation contributions if applicable. 

2. E
A oll / Parameters / Employment Types” 

ed, check the box to “Limit Super Hours” and enter the number of hours 

3. 
A U ical / Personnel Maintenance / Maintain Personnel 

R
B

mpany Super Fund 
2) ntribution % will be entered automatically 

C En
D Em

1)  grid 
ect the Super Fund 
e fund name will be entered automatically 

ion 
5) Enter the employees policy number 

Checking details 
1. Run “Payroll / Payroll Reports / Payroll Codes” from the “Navigator” 
 

Where it is used 
The following items

Earning Codes 

codes, must

mployment Types 
. “System Codes / Payr

B. If requir
into “Superannuation Hours” 

Personal Rates 
. nder the Super tab “Biograph

ates” in the “Navigator” 
. Company Contributions 

1) Select the Co
 The fund name and co

. ter the employee’s policy number 

. ployee Contributions 
 Click on a new line on the

2) Sel
3) Th
4) Enter the amount of the employees contribut

 
2. This will create the following report 
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tion is being paid 

 

Setting up Award Overtime Rules 
Explain the options available in an overtime rule. 

een created 
 

 
Use this procedure when overtime is not to be calculated based on hours worked in a day 

iew 

e Rule 

 
Cast Overtime 

Procedure 
Create Overtime Rule 
1. Open “Payroll / Award Overtime Rules” from the “System Codes” menu 

3. Review the “Super” column to see if superannua

 
Outcome: 

List the 2 steps to be done after the overtime rules have b

Use When

Overv
 
Create Overtim
 
Update Employment Type 
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. 

 
2. Type a short name for the rule then a description 

3. 

4. E r normal hours 

 
 / Parameters / 

 Type” in the “System Codes” menu 

6. C  “  if you want the overtime in excess of the base to paid 
against me was worked. 

7. C k “  base” 
A Th  per Roster Cycle” 

ase. 

 paid. 
4) Overtime is paid based on the values set in the “Overtime Limits” table 

C. By default overtime is paid at non-weekend rates 

8. Check “Include Non-Chargeable Hours in Base” if leave taken is to be included in the 
base hours calculation 
A. Training shifts will be included in the base hours calculation at all times. 

9. Check “Include Specific Overtime” if overtime specifically set on the “Booking” 
window of the shift is to be included in the base hours calculation 

Enter the number of weeks used to calculate overtime 

nter the number of hours to use as a basis fo
A. Hours in excess of this value will be overtime hours 

5. Check “Use Employment Type Base Hours”
A. If the base hours will be as set based on “Hours/Week” in “Payroll

Employment

heck Cast Overtime Daily”
the days where overti

hec Zero Overtime where hours are less than
. is prevents overtime from being paid unless the “Base Hours

value is exceeded. 
B. By default overtime will be paid as a single event exceeding the b

1). If the base was 76 hours 
2) The total hours were 82 
3) 6 hours of continuous overtime would be

___________________________________________________________________________ 
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. Check “Allow Overtime to be Cast on Week End Shifts” if you want th
calculated based on the last s

________________ 

___________________________________________________________________________ 

10 e overtime to be 
hift even if the last shift is a week end shift. Normally it is 

11 overtime to be 
c . Normally it is 
based on the last shift on a weekday. 
A ated at the rate of the last shift 

B

12. C the “Overtime Limits” table 
. Each value indicates the time period before the employee enters the next overtime 

category. 

based on the last shift on a weekday. 

. Check “Allow Overtime to be cast on Leave Shifts” if you want the 
alculated based on the last shift even if the last shift is a leave shifts

. If this is not checked the overtime will be calcul
worked. 

. If checked the overtime would be paid at weekday rates only 

omplete 
A

13. Click   

Update Employment Type 
To use an “Overtime Rule” an employment type must be told to use it. 

1. Open “Payroll / Parameters / Employment Types” from the “System Codes” menu. 
 

 
2. Select your “Employment Type” 

3. Select the desired “Overtime Rule” 

4. Click   

 



PowerForce User Training Manual 
__________________________________________________________________________________________ 

___________________________________________________________________________ 

Cast Overtime 
1. e payroll is run and after all adjustments have been made to the 

2. Open “Scheduling / Cast Overtime” from the navigator. 
 

Immediately before th
schedules cast the overtime 

 
A

vertime Rule” to cast 
1) More than 1 “overtime Rule” maybe setup 
2) Each rule must be run separately 

C. Select the “Pay Week Ending” 
e 

E

. Select “Company” 
B. Select the desired “O

D. Select the “Pay Cycle” typ

. Click   

Or 

3. Open “Scheduling / Time Scheduling Workbench” from the “Navigator 
A. This is only for a single employee 
B. Select a site 

C. Double click  an employee name 
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D. Select “Calculate Overtime” 
 

 
 

Setting Up an Award 
en 

These steps should be followed when initially setting up a new award or when a change has 
 an award 

Quick Review 
 
Award Interpreter 
 
Time Zone Maintenance 
 
Classification Codes Maintenance 
 
Employment Types 

Use Wh
 

been made to
 

Overview 
 

___________________________________________________________________________ 
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Allowance / Deduction Codes 

ates 

.  Code as 

 Codes / Time Scheduling / Time Zones / 

3. Open “System Codes / Payroll / Classification Codes” 
A lassification Code 
B d 
C. Check the Time Zone field 
D. Set the Rates on the Rates tab 
E. On the Entitle tab check the Codes 

 

 
Personnel R

Concept 
1 Edit the “System Codes / Time Scheduling / Award Interpreter” Award

required 

2. Confirm the details on the details on “System
Times Tab” are still appropriate 

. Select the desired C

. Check the Award Rule fiel
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