Payroll How-To

Payroll How-To

Setting Up Leave to Accrue

Outcome: List the 4 types of leave to be setup.
Demonstrate how to set the Method and calculate the Factor for a Leave
window.
Demonstrate how to create, a 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

Sick Leave

Holiday Leave
Long Service Leave
Rostered Day Off
Employee Types
Pay Classification

Setting up a Leave Client

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.
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Sick Leave

1.  Sick Leave Code
A. Between 3 — 6 characters in length
B.  For more Information see “Data Entry” in the Introduction.

2. Description
A. Up to 40 characters

Sick Leave Codes

Sick Leave Code F | [ Inelusions

Superannuation
Description |Ei|:k Leave fuward Full Time |

[1workers Compenszation
Acerual Method GectEllics b Roztered Days OFF
ProR ata B ate

Accrue After |T : tonths Service
First *fear Accrual |38.EIEI

Entitled &fter |3_ ~ Months Service
Accrued Hours Per Period |?E_|:||:|

M awirmum Entitlement |

Anniverzary Bule T P 3

General Ledger Account po0 v

| Apply | | Clear | | Delete | | E xit |

3. Accrual method

A.  Accrue on days means days worked per year and will accrue 1/52 of the
entitlement per week.

1) Eg yearly entitlement = 40 hours / 52 weeks = .769 hours per week.
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.

2) Eg yearly entitlement = 40 hours / 52 weeks = .769 hours per week / 40

hours per week = .0192 per hour worked.

4. Pro-Rata Rate

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.
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6.  Accrual hours Per Period
A. Total entitlement hours for each year. Entered if selected “Accrual Method”
(above) is not “Pro-Rata of hours”
7.  Maximum
A. This is the cap value for the entitlement
8. Anniversary Rule
A. Accrue leave
1) Means leave will accrue on a weekly basis and leave taken will subtract.
2) If leave taken is greater than leave accrued the entitlement will go into
negative.
B.  Positive Accumulation
1) Means if leave taken is greater than leave accrued it will be paid
2) The entitlement will not go into negative.
C. Reset Accumulation
1) Means at anniversary date entitlement will be set to zero.
2) Then the entitlement for the current year will be added based on the
“Accrual Method”.
9.  General Ledger Account
A.  Enter your account code if the general ledger has been setup.
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.
3. Accrue after
A.  Enter the number of months before accrual is shown.
B.  Accruals will be calculated back to the start date.
4.  Entitled after

A.  Enter the number of months before employee will be entitled to the accrual.
B. Ifleave 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.

Holiday Leave

l.

Holiday Leave Code
A. Between 3 — 6 characters
B.  For more Information see “Data Entry” in the Introduction.

Description
A. Up to 40 characters
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Holiday Leave Code Maintenance

L Cod Calculation B ates
Fave -ode AL-AWF i Inits Per Annum 160.00
Description Award Mo ta Fri Fulltime Pra Rata Entitlernent I:I
Accrual Method Acciue on days v Maxirmum Entitlement  [150.00
Mo By Tipa Mormal v Leave Loading 17.5000
nit Type Hours hd Accrue After EI : tanths Service
Holiday Loading Pay Code HOLD w Entitled After = Mornths Service
PG Payment Surmmary Box | Gross Earmings " Inchuzions
SLpErannLation
GL & kH 41M
Feaunt e b []workers Compensation
[ Temination Use Only
Rostered D ays OFff
| Apply | | Clear | | Delete | | E xit |
3. Accrual method
A. Accrue on days
1) Means days worked per year and will accrue 1/52 of the entitlement per
week.
160 Hrs
Eg Yr. Ent. = ——— =3.077 Hrs per Week
52 Wks
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.
Eg.  For a yearly entitlement of 160 hours or 4 working weeks.
160 Hours
——— =3.077 Hours per week
52 Weeks
3.077
- =0.0769 per Hr Worked
40 Hrs in a week
4.  Hour Pay Type
A.  Choose from the list box whether to pay the leave at:

1) Normal

2) Time and 2
3) Double time
4) Double and 2
5) Triple time
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Unit Type

A.  Choose whether to accrue in hours or days from the list box

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

B.

The allowance must be first be setup in the “System Codes” menu under “Payroll
/ Earning Codes”.

Group Certificate

A.  Choose the field where the amount will appear on the group certificate.

General Ledger Account

A.  Select a General Ledger Account Number from the list box or type in an existing

number.

Calculation Rates

1. Units Per Annum
A.  Enter the number of units to be accrued each year i.e. if unit type is hours, enter
the number of hours.
B.  Entered if the selected “Accrual Method” is not “Pro-Rata of hours”
2. Pro rata entitlement
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 (0.0769) as a percentage, ie: 7.69
3. Maximum entitlement
A.  This is the maximum number of hours the entitlement will accrue.
4.  Leave Loading
A.  Enter the percentage loading you wish to apply to annual leave
5. Accrue after
A.  Enter the number of months before accrual is to show
B.  Accruals will be calculated back to the start date.
6.  Entitled after
A.  Enter the number of months before employees will be entitled to the accrual.
B. Ifleave 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.
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.
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Long Service Leave

1. Long
A.
B.

Service Leave Code
Between 3 — 6 characters
For more Information see “Data Entry” in the Introduction.

2. Description

A.

Up to 40 characters

Long Service Leave Codes

GL Account

Long Service Leave Code 51 3 Inclugions
[ Superannuation
Description i i .
p |Fu||t|rne Long Service | [ 'Workers Compensation
Acerual Method Acciue on days hd [] Rostered Dap OFf

Pro-Rata Rate Acciue After [0 : Months Service
Days Per Annum 4.3330 : Entitled After (120 ™' Months Service

P&YG Payment Summarny Box

Grozs Earnings w

[ v

| Apply | | Clear | | Delete | | Exit |

3. Accrual Method

A.

Accrue on days

1) Means it is based on 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
Hours.

Eg 4.333x8=34.664 hours for the year
2) Per Week we divide by 52
34.664 Hrs
52 Wks

Grant on anniversary

=0.666 Hrs per Week

1) Means the entitlement will be granted at the commit process of the first
payrun after the anniversary date.

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.
34.664 Hours
52 Weeks

0.666
40 Hrs in a week

= (0.666 Hours per week

=0.016 per Hr Worked
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4, Pro-Rata Rate

A.  The rate to be used for employees who accrue leave based on hours worked. Enter
if “Accrual Method” selected is “ProRata of hours”

B.  As per the formula for “Pro-Rata of Hours” option the value entered here would
be the figure (0.016) as a percentage, ie: 1.6%
5. Days Per Annum

Enter the number of days to be accrued each year. To be entered when “Accrual
Method” (above) selected is not “Pro Rata of hours”

To calculate this:
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

13 weeks x 5 days a week

15 years

13%5 = @ =4.333 Days per Annum
15 15

6.  Group Certificate Box
A.  Choose the field where the amount will appear on the group certificate.

7. General Ledger Account
A.  Enter your account code if the general ledger has been setup.

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.

Accrue and Entitled After

1. Accrue after

A.  Enter the number of months before accrual is to show. The algorithm used in the
system will however never show accruals prior to 2 months therefore entering a 2
or less would have no affect.

B.  Accruals will be calculated back to the start date.
2.  Entitled after
A.  Enter the number of months before employee will be entitled to the accrual.
B. Ifleave 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.
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2. Description
A. Up to 40 characters

RDO Codes Maintenance

|Fizlugions
Code: |HD‘I w |
[ 5uperannuation
Deseription:  [Std Guard Rda |
[1workers Compensation
b ethod: (%) ProR ata of Hour
{3 Hours per week
Actior; () Acciue
() Feset
Factar: |5.EIEIEIEI | M airum Accrual I:I
Fdo Bank: |F|DB | Calculation Method: |5hift v|
GL Account | 4300 w |
| Apply | | Clear | | Delete | | E wit |
3. Method
A. 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 a4 week entitlement of 8.00 hours.

8 Hours =0.2 Accrual hrs per worked hr
40 Hours
Factor=0.2
B.  Hours per Week
1) Means the number of hours accrued for every week of work.

Eg  For a4 week entitlement of 8.00 hours

—8 Hours =2 hours are accrued per week
4 Weeks
Factor =2
4. Action
A. Accrue
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.
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7. General Ledger Account
A.  Enter your account code if the general ledger has been setup.
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.

Employment Types

1.

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

Employment Types — E@EJ

Emplayment Type .FULLTIME w |
Diescription HoursAx'eek Hours PA& FTE
Fulliime | |38.DD | [1976.00 10

bimimum Hours A wieek, [20.00 bl aximum Hours A ek |50.00

[ Bules T Inclusions T Optimiser T Age Rates ]

Lalculate : [ Lirnit Faster Hours
Ta ick Leave [ Limit Payroll Hours
Payroll Tax Arrual Leave Dverflow work
Workers Comp Long Service Leave AutaSchedule
Superannuation [ Autopay Hours Apply Std Haurs
[ Limit Super Hours Print Group Certificate

Loadings Rostered Days Off

Save ” Cancel H Euit

2.

For each “Employment Type”
A. Inthe “Calculate” section check the box(s) for any required leave entitlements.
Calculate
Tax Sick Leave
FPayroll Tax Annual Leave
Wwiorkers Comp Lang Service Leave

Superannuation [ ] Autopay Hours
[ Limit Super Hours Prirt Group Certificate

Loadings Rostered Days Off
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Pay Classification

1.  Found in the “System Codes” menu under “Payroll / Classification Codes”.

Classification Code Maintenance /Grade 1 F/Time. /Effective Date 01/07/2000

() Contractors <CONTRACTOR> ~ Pasition 1 Effestive Date [[T70v/2000  +
fﬁ] Courtesy Crew <30 D escription ‘Grade 1 F/Time.
D avid test Classification <D&V-TEST>
fﬁ] s e LassleEin Aurvard Rule WST - |Permanent Guards Schedule Overide Base Hours
fﬁ]ENTEHPHISE GUARD L1 <10» g R I e I
() ENTERPRISE GUARD L2 <11> meceng D2 - [REEES L
= Calculation Base Hours Per D 15.0000
HOURS I ase Howrs Per Da .

fﬁ]ENTEHPHISE GUARD L3 <12» g 1]
@ENTEHPHISE GUARD L4 <13 _ - -
@ Grade 1 Casual <B> [ Bates T F‘eﬂaltlasf A T Day T Erd T Hight ]
fﬁ]ﬁradﬂ FiTime <15 Code Description GL Account

T 01 RDO: [ lE 300 v
fﬁ] Grade 2 Casual <7» Sick Leave: F1 o |Sick Leave Admin 002 -
@ Grade 2 F/Time <2» Annual Leave: PLEWFT w |Award Mor ta Fri Fulltime 101 W
fﬁ] Grade 3 Casual <8
+ Long Service: (] v |Fu||t|me Long Service 200 w
I Grade 3 F/Time <3>
fi] Grade 4 Casual <9» [ Required Break Hours 'worked | Break Length | Meal Allow | Rate
e
fe Grade 4 F/Time <4> [] Pay Break 12 »
fﬁ] Grade 5 F/Time <5> 3
) Guard Level 1 <LVLT> L
fﬁ] Guard Level 2 <L'WL2» 5
(5 Gusrd Level 3 ALVLD> L
FE] Guard Level 4 <LWL4» 9
() Buard Level 5 VL6 L
fm Part Time- Clerical <22

. &l
fﬁ] Part Time/Day <203 7 3
=1 Staff Salar < 3TAFF> ™
3 >
[ Save ] l E it I

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

Code Dezcription GL Account
RDD: | v @ 300 v
Sick Leave: k1 Al |Sil:k Leave Admin anz w
Annual Leave: PL-AWFT w |.-'-‘-.warl:| ban to Fri Fulltime BIoT W
Long Service: L51 b |Fu||time Long Service 200 -

4. A General Ledger Account can be entered if setup in the General Ledger Module.

Setting up a Leave Client

1. The payroll system pays people based on information in the scheduling system.
A. Ifaperson 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”.
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Client Details

Client Code  [LEAVE

Client Marme |LE.-’-‘-."-IE

Cuztomer Details

Address |31 &BC STREET
Suburb |PﬁHHﬁMATTﬁ

State FSW + | Poztcode
Acc Contact |

f Accounts T Irmvnizing f Caont

Cormpany Debtor ETEM Z

Charge Tvpe  (FUERAEAD v

Service

Commenced EE.-’EI'I 2005 w
3. To do this

A. Select the Wizards Menu

B. Click “B Add Client

C. Enter “Leave” for the:
1) Client Name
2) Generic Name
3) Client Code

Add Client

Welcome to the add dient wizard.

This wizard will take you through the steps of adding a new dient.

|LEwE

b’ * Client Hame

|LEwE

' Generic Mame

Enter the codes to be used for this dient.

[ * Client Code [LEavE]

Short Code/ Wendor Mo |

/ Required fields are marked with an asterigk =

Back | M et

| | Cancel
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o

Complete as per normal
E.  Ensure you check “Do you wish to enable rostering?”

Do pou wish to enable rostening?

F.  Ensure you select “OVERHEAD” in the “Charge Type”.
Chaige TP [ovERHEAD  »

Entering a New Tax Table

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

Why Use

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

Overview

Entering Data

Applying the change

Procedure

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

Tax Tables E] @ @

Tax Schedules

Flat Fate 42% [FLAT42) o o _
: Tax Table 0z | 1General E emnption |
General Exemption [02] e . —
01 /07/2000 Effective Date [ /0772003 v/ Tax Linear Co-Efficients
: 003 ) - _ Earing Levels I Coeff & I Coelf B l
& ; MEticat Lot 1 1100000 0000 0000 | [~
Lieer - reniplion il 2 285.0000 A725 19.0281 |
Higher Ed Cont Scheme [HECS)|  Leave Loading Limit {320,0000 K] 308, 0000 786 TR.AVOZ
= Mok bior (01 TH 4 409.0000 878 19.0483
0 Erempton 1 TH] Tk 5 393,0000 50 711025
Mo Exermption [01] & Grots T E 1155.0000 43800 190.3640
; 7 933335339, 0000 ABR0| 2501525
MNa Tax File Mumnber [MTFM) () Prescribed Payment a T T
Non-Fesident (3] (JHELS 5
PHESEHlBED PAYMEMNT [PPS] :I|1E|
Student Financial Supplement Sc 12 P
1%

l Apply I l Delete l l Exit l

2. Enter details as follows:
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Tax Table |General E xemption
‘ Effective Date TEZEE aw Linear Co-Effic)

ming Levels | Coefia | Coetie |

1/ 110.0000 .00aa 0000 [~
A 285.0000 725 19.0281
320.0000 308.0000 76| FR.AV0Z
403.0000 J878) 13.0483
393.0000 500 71025

() Group T ax 1195.0000 4350 190.3640
=4 99333339.0000 4350 2501525
() Prescribed Payment
() HELS q »
10
11
1z =

The table number as it appears on the ATO document.
The effective date as it appears on the ATO document.
Enter a description that relates to the tax table

Enter the amounts on the ATO as indicated

monw»

If you are not sure about the “Medicare Levy”, “Leave Loading Limit” or the
“Type” consult the ATO.

Medicare Lewy
Leave Loading Limit |320.0000

Type

(%) Group Tax
{3 Prescribed Payment
{JHECS

Apply

3. Click the button to save the data

A.  The “Tax Code” will now appear in the list to the left, however the description
will not appear until next time this window is opened.

Process Superannuation Payments

Outcome: Demonstrate how to create superannuation “Pre-Payment” 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.
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Overview

Create Report
Check Report
Create payment

EPS remit payments

Procedure

1. Select Payroll on the “Navigator” window.

2. Open the “Superannuation Processing” window.

Superannuation Processing

Superannuation needs to be

C completed before you run your
S Gt b Payroll Tax for the same period.

[rate Range Super Fundz
Fram [ ate 0 M242004 w AMP BbdP

TOws Tower Life
TaDate F1A272004 L

|nizuded Payrunz

(1 week Ending Payrun l Wwieek Ending l Process Date l Depozit D ate
") Processing Date S
(%) Deposit date

Select Payruns

Add Payrun w

Procezzes/Reports Output Format

(%) Print Pre Payment Fieport % grlnter

() Create Superannuation Payments Ereen

{3 Email

(") Recreate Superannuation Payments O File Onl
() Print 5GL Payment Feport e Lnly
() EPS Remittances to Funds

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

4.  Enter the date range for the superannuation to be paid.
Select “Print Pre Payment Report”

6.  Select “Screen” as the output
A. Information can be reviewed on the screen.
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8.

9.

10.

B. If necessary a hard copy can be printed from this window.

. Fiun Process
Click

A.  Sample of report

Superannuation Reports

[PRE_PROCESS] UNIVERSAL SECURITY FTY LTD Date 2/01/2002
From 01/04/2001 to 31/05/2001 {9 weeks)
Employee |Name Fund Policy No Hours Avwel | Sdary Base | Super Base Contribn
UN000001 | Allan Cordner ARF 288.00 14.63 421471 4214 .71 33718
UM000002 | Bill Smith ARF 392.00 14.63 5736.68 5736.68 45893
UMNO00003 | Gene Simmaons ARF 304.00 14.63 4448 86 4448 86 35591
UN000004 | Micheal Hayes ARF 432.00 14.63 G661 .93 632206 50576
UNO00005 | Carie Webb ARF 528.00 14.63 3406.70 TI26.96 618.16
UMO00006 | Peter Clarke ARF 324.00 14.63 4741 55 4741 55 37932
UNO00007 [ Harry Murphy ARF 433.00 14.63 6409 87 6409 87 51279
UN000008 | David Longhottom ARF 72.00 14.63 1353 55 105368 8429
UN00000% | Henz Boswerger ARF 10%.00 5769 9692 51 623077 495 46
UMN000010 | Gus Fergusson ARF 10%.00 14.63 1580 52 158052 126.44
UN000011 | Alfredo Axiotis ARF 132.00 14.63 2171.268 1931.74 154 .54
UNo000lz | Kurt Haney ARF a7.50 14.63 1667.56 5782 79.03
UN000013 | Andrew Townsend ARF 197.00 14.63 3760.97 2852.98 230.64
UN000014 | Hary Bowman ARF 7z.00 14.36 1034.06 1034.06 §2.73
UM000015 | Thomas Franich ARF 188.00 14.63 3431.00 2751.27 220.10
UH000016 | Robert Mccreadie ARF 336.00 14.63 5936.76 4917.16 393.37
UN00001% | Kodak Eastman AMP 123435678 43.00 14.63 352.45 F02.45 .00
9
UNO000020 | Gregg Evans ARF 138.00 14.63 2643.55 2019.55 141.56
UNo000z1 |Holly Day ARF 96.00 1475 175975 1416.10 113.29
UHN000022 | Matt Rowlands ARF 12.00 1463 17561 17561 .00
UNO00023 | Phillip Robertson ARF 356.00 1463 6220 .45 520985 416.79
UHM000024 |John Townsend ARF 56.00 14.63 21953 21953 6556
UMO00025 |Richard Ling ARF 360.00 14.63 6287.99 526838 42147
UNO00028 | Kelly Taylor AMP 5678912 170.25 43.66 12591.24 743360 .00
UN00002% | Kevin Gnffith AMP 12312312 32.00 1519 791.74 486.04 .00
3

UN000030 | Clark Kent ARF 11554466 60.00 55.00 3300.00 3300.00 264.00
TIND31 Toni Price ARF 123654 207.00 5769 15703 &4 11942 31 955 38

TOTALS 122443 44 101744 09 F435 71

Check the values are correct.

A.  The fields of the report are created as follows:

1)
2)
3)
4)
5)
6)

7)

Fund - As set in “Personal Rates”, “Super” tab

Policy No - As set in “Personal Rates”, “Super” tab

Hours - Total hours super could be payable on if not limited

Avg$ - $ value of hours divided by the hours super could be payable on
Salary Base - Total gross pay

Super Base - Value of Avg$ x hours. If super hours are limited then this
amount will be the limited hours x Avg$

Contribn - Super base x contribution rate as set in “System Codes” menu
under “Payroll / Superannuation”

When the “Pre Payments Report” values are correct

. . Run P
A.  Select “Create Superannuation Payments” and click .

1)

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

. Run P
B.  Select the “Monthly Report to Funds” and click

D)

This will create a separate report for each fund.

If the superannuation payments have been created and there is an error.

A.  After the error is fixed select “Recreate Superannuation Payments™ and click

Run Process
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11. If the super payments are to be transferred by EFT

- . Fiun P
A.  Select “EPS Remittance to Funds” and click

B.  The payment will then have to be transferred through the Electronic Payment
Systems

To setup Accumulating Overtime

Outcome: Demonstrate how to create a rule that will allow overtime 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”.

Why Use

An employee 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.

Overview

Creating an “Award Overtime Rule”
Link an “Award Overtime Rule” to “Employment Type”

“Recast” overtime prior to the payrun

Procedure

Creating an “Award Overtime Rule”
1. Open the “Payroll / Award Overtime Rules” from the “System Codes” menu
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Award Overtime Rules g|§|@
Fiule [75 « | Cyclic Roster Limits Hows | SuperHours |
Drezcription |F"Ei | 12

)
weeks in Roster Cycle Default Base Hours per Roster Cycle 4
[]Use Employment Type Base Hours Inciude 5 pecific Overtime Inchude Tentative Shifts
[ Cast Overtime Daily Allow Overtime to be cast on wWeekEnd Shifts

[ 1Zero Overtime where hours are less than base [ &pply rule only ta Standard Schedule Hours

Fecalculate Mightshift Loadings
Calculate On: (%) Weekly Cycle

) Roster Cycle
Owertime Linits
Method: () Daly (3 Span [#] Accumulate Daily Hours

Mon | Tue | wed | thu | R [ sat | sun | PHal [SPars | Hours
Overtime 1 20.00 20.00 20.00 20.00 20.00 20.00 20,00 20,00 2
Overtime 2 30
Owertime 3
Owertime 4

[ Save H Cancel H Euit l
2. Select an existing rule or enter a code for a new rule.

A.  Enter a description for the new code
Enter the number of weeks in a “Roster Cycle"

4.  Enter the maximum number of “Normal” hours in a “Roster Cycle”.
A. Hours over this value will incur accumulated overtime.

5. Check “Zero Overtime where hours are less than base”

A. This prevents overtime from being paid unless the “Base Hours per Roster Cycle”
value is exceeded.

B. By default overtime will paid as a single event exceeding the base.

1). If the base was 76 hours

2) The total hours were 82

3) 6 hours of continuous overtime would be 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

6.  Complete the “Overtime Limits” table
A.  Each value indicates the time period before the employee enters the next overtime
category
7. This is the minimum 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 B
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Link an “Award Overtime Rule” to “Employment Type”

1. Open “Payroll / Parameters / Employment Types” from the “System Codes” menu.
Employment Types E@E‘
Employment Type :FULLTIME - | v Legend I— -v":
Description Hours/wfesk Hors P&, FTE
Fultime |38.00 [1376.00 1.0
Minirum Hours #wieek  (20.00 M awirnurn Haurs / Wweek [50.00
Finimum Shift Length 400 M aximum Shift Length 12,00

f ﬁule& T _lncluxic_unx T thimisgr T gge.Flfates ]

fward Reference | v-”

Owertime Fule )
Allowance GEroup livll
e it ,7 Hours to Meal Breal: ’—

Hours

Save ” Cancel ” Exit

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.

Cast Overtime EJ |E| E|

Company PR TRM w

(%) Cast Owertime () Cast Night Loadings

Overtime Rule 7R v
FPay'wieek Ending | 29/01/2005 L

Pay Cycle MEEKLY "

| Process H Cancel || E it |
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Select “Company”

4.  Select the desired “Overtime Rule” to cast
A. More than 1 “Overtime Rule” maybe setup
B.  Each rule must be run separately

5. Select the “Pay Week Ending”
6.  Select the “Pay Cycle” type

7. Click “B

Setup a GST Contractor

Outcome: Demonstrate how to create an “Employment Type” that will allow a loading
calculation.
Explain how to set an “Allowance Code” to add 10% before tax.
Demonstrate how to add a penalty to create GST.

Use When

When you employ contractors and the GST must be calculated for this procedure
Overview

Create an Employment Type

Create an Award Code

Create an Award Interpreter Record
Create an Allowance Code

Create a Classification Code

Testing

Procedure

Create an Employment Type

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

Ermployment Tupe COMTRACTOR- GST v/

Description Haours week Hours PAA FTE
Ih:onnactm[ssn | ]40.00 |]2080_nu | ]1.0 |

Minirum Hours A week I:l M asirmum Hours / Week l:|

f Bulg_& T Inclusions T gp_timisn_ar T gge_Hﬁtes ]

Calculate

; [ Limit Froster Hours
L it [ idisheae [ Lirnit Payrall Hours
[ Paprall Tax [] &mrwal Leave ] Overflow ‘wark
[M*workers Comp []Lang Service Leave [J&utaScheduls
[ Supsrannuation [ &utopay Hours [ #pply Std Hours
[ Lirit Super Hours [ Print Group Certificate

Loadings [1Rastered Days OFF

| save || cancel ||  Es

Create an “Employment Type” code and description for the contractor
Make sure you indicate that it is for GST

Complete “Hours/Week”, “Hours P/A” and “FTE” as indicated above.
You must check the “Loadings” box to allow the “GST” to be calculated

5. Click “O

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

il

Award Link Codes EJ [E| FX|

Link Codes

Code: GsT v [] Comnrn Hours Prompt

Description: |Cu:untrau:tu:ur (G5T)

| save || Ei |

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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Award Interpreter Parameters

Eode ) - Drescription;
:FDNTHAETDH“[_GS_'I_'_]"_ _V. ||:0ntractor GST |
Hold Stating Rate [ O O O O O ol O
Band I Sund_a.l,l I MondE.l,l | Tuesd_a.l,l I Wednesd_a.l,l I Thurd_a.l,l I Frid_a_l,l I Saturda:,l I Public Holidag

00:00:00 M GST M GST M GST M GST M GST M GST M GST M GST
Z358hY
Overtime 1 I I | ] | | ] |
Overtime 2 I | | | | | | |
Overtime 3 I | | | | | | |
Overtime 4 I I | | | | | |

Sunday Monday Tuesday wednesday Thursday Friday Saturday Public Holiday

i I [ I [ [ [ "
Overrides

’ Save ] ’ Clear ] [ Exit ]

Enter a code and Description

Complete the award rule band by selecting
N — Normal Pay

and

GST — That you just created in the award codes
For each day

Setup overtime as desired

Click B

Create an Allowance Code

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

Open “Payroll / Earning Codes / Allowance Codes” from the “System Codes” menu
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Allowance/Deduction Codes Maintenance

&llowance/Deduction Code  |[EERS Z
Allowance/Deduction Twpe | Aqdiion Before Tax w [ Pay Adjustrment Deduction
Dezcriphion |GST
tethod Percentage . Inchugions

[ 5uperannuation
Amount/F actor |-I 0.0000 |:| Wwharkers Compenzation
P&YGE Payment Summary Box | 500 E arnings . [ Loadings

[1Factor to Houwrs
Pay Code Equivalent

o o EvaEn i []Rostered Days O
General Ledger Account | Z
Apply Hours Type 3
General Ledger Cost (%) Apportion
Centre ) Employes Rul
() Campany U=
| Apply | | E =it |

Enter an “Allowance Code” to indicate GST

Select an “Allowance Deduction Type” of “Addition Before Tax”
This makes the “Allowance” an addition to normal pay before tax
Set the “Description” to indicate GST

Select “Percentage” as the “Method”

This is because GST is a percentage

Set “Amount/Factor” to 10

This is because GST is an additional 10%

Select “Gross Earnings™ in “Group Certificate Box”

© N> > LA B W

If using the General Ledger select the appropriate “Cost Centre”
Appl
9. Click B

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




Payroll How-To

Classification Code Maintenance /Contractor (GST) - Rate 1 /Effective Date 01/07/2000

[ Contiactor [GST] - Fale 1 <CONTIGS 111> A faesten CONT(GST} Efiective Date |IT/07/2000 v
i’!lﬁl 0 000G D escription |C0ntract0r[GST]-Hale1

[3] Contiactors <CONTRACTOR:

Auward Fule ONTRACTOR |Contractor GST Overide Base Hours
rﬁ] Courtesy Crew <303
; TimZone [~ | G [ T

@ David test Classification <Day-TEST>

() ENTERPRISE GUARD L1 <10> ﬁjmaﬂtion Base Hours Per Day

() ENTERPRISE GUARD L2 <11>
rﬁ]ENTEHPH\SE T [ Bates | Entite [Pensbies| aM | Day | EM | Night |
E

| ENTERPRISE GUARD L4 <13> Cod= Description Rate GL Account
(5 Grade 1 Casual <6> Naormal [5G v | [Mormal Howrs [20.0000 [T v
C
Grade 1 F/Time. <13 Overtime Base Rate 20.0000
B
(T Grade 2 Casual <> Dvvertime 1 [T < | [Time 172 [250000  [fiooz -
[ BEd AR Ovettime 2 [TOT | w| [Time 172 250000 [0z 3
Grade 3 Casual <8
oy Dvertime 3 |07 Time 142 250000 ooz 3
() Grade 3F/Time <3> vetime: 3 [T0T | | | I

@ Grade 4 Casual <3> Overtime 4 | b | | | i
([ Brade 4 F/Tine <>
fm Grade 5 F/Time <5>

@ Guard Level 1 <L¥L1>
f;ﬁ] Guard Level 2 <LWL2>
@ Guard Level 3 <LWL3>
f;ﬁ] Guard Level 4 <LWL4>
@ Guard Level 5 <LWL5>
f;ﬁ] Part Time- Clerical <223
r(q] Part Tirme/ T au < 21T

Enire

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

Select the “Award Rule” you created in the “Award Interpreter”
4.  “Calculation Method” is normally set to “Hours” as you pay by the hour
Setup the rates as desired
A. Click ‘B the “Rates” tab
B.  Complete values as desired

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

[ Bates | Entle [Penalties| &M | Day | PM | Night |

Pay: [#] Public Holiday  [] Overtime Standard [~ .,

Puozition:

[Irumarked Public | 2 Overtime Ii 3

Haoliday Rule: Pogition:

.ﬁ.lluwancel Dezcription I [t I Aot I kit At I Ma:-:.-‘-‘-.mtl Lirk. I Link Dezcription |
G5T G5T Percentage 10.0000 GST Contractar [G5T]

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

Double click i an empty cell under “Allowance”

1)  Select the “Allowance” you previously created see “Create an Allowance Code”
on page .
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Tab to “Amount” and enter 10 for the 10% GST

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

Interpreter”
7. Click B
Testing
1. Open “Scheduling / Time Scheduling Workbench” from the “Navigator
2. Assign a shift to a contractor
3. Double click the shift
4.  Check the “Pay Tab” in the “Booking” window for the rate and classification
5. Go to the Cost Tab

A.  There should be a GST line under normal hours.
B.  Ifthe shift was already assigned

1) Double click ‘B the hours and another line should appear with the GST
the amount.

Setting Up Superannuation

Outcome: Demonstrate how to setup a new superannuation fund.
Explain how to check to see when superannuation fund is being used.

Why Use

Use this feature to register a “Superannuation Fund” with the system so that payments to the
fund can be automated.

Overview

Setup
Where it is used

Checking details
Procedure

Setup

1. Open “Payroll / Superannuation” from the “System Codes” menu.
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Superannuation Fund Control File

Details Superannuation Pararneters GL Accounts

Fund AMP 3 E arvings Threshald 450.00 Company EDD4 “
Minirunn Aoe 15 Empl R20

Pralicy AHP Rewes b/
I asirmum Age 70 Emp &dd EDDS L¥3

Pravider Mame |AMP i
Contribution Cap SEO00.00 SGL Compaonent

Address [4MP HOUSE Rate [300

111 GEDRGE STREET Distribution Method [ rp7 & :

Date |[JT70772000 »
Distribution Code r  ~

Previous Rates

Suburb |S\'}DNEY Accaunt Detailz | Dates |  Fates
State MG Post Code  [20m1 01 JUL 2001 3.00
Phane [1300 000 001
’ Apply ] [ Delete [ E wit l
2. Complete the “Details” section

A.  Enter a short code for the fund
B.  Enter the policy number for the company
C.  Complete the Name and address of fund provider

3. Complete the “Superannuation Parameters” section

A. Earnings threshold is the amount that the employee must earn in a month to
have super contributed

B.  Minimum and maximum age of employee for super contributions
C.  Contribution cap is the maximum yearly amount of contributions per employee
D. Distribution method
RPT — Report and cheque posted
EPS — Electronic payment
EDI — Electronic data interchange
E.  Distribution code is the code for the payment

1) These codes must be created in EPS Payees (System Codes / Payroll /
Parameters)

F.  Account details will be entered automatically if a distribution code is chosen from
the list
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”.
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Where it is used
The following items reference the superannuation codes

1. Earning Codes
A.  All earning codes “System Codes / Payroll / Earning Codes”, including leave
codes, must be checked to include superannuation contributions if applicable.
2. Employment Types
A.  “System Codes / Payroll / Parameters / Employment Types”
B.  Ifrequired, check the box to “Limit Super Hours” and enter the number of hours
into “Superannuation Hours”
3. Personal Rates

A.  Under the Super tab “Biographical / Personnel Maintenance / Maintain Personnel
Rates” in the “Navigator”

B. Company Contributions

1) Select the Company Super Fund

2) The fund name and contribution % will be entered automatically
C.  Enter the employee’s policy number
D. Employee Contributions

1) Click on a new line on the grid

2) Select the Super Fund

3) The fund name will be entered automatically

4) Enter the amount of the employees contribution

5) Enter the employees policy number
Checking details

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

Payroll Reports g@@

Avallable Reports

C W Leave Accruals - Hours
S il b Leave Accruals - Value

Leave Accruals - Employees
Y¥TD ¥alues by Employee
D ate Range Tentative OLD Unpaid RBosters

Fram Date 171 272004 & Confirmed Unpaid Bosters

Workers Compenszation - Accruals
ToDate TAZZIE v

T€T Vs Actual [Guper antFex).
aproll Codes

2 B = B B
E arnings Report by Pay Type

P

vTD Feports Earningz Report By Employment
Paid Workers Compensation - YTD

Tax Year 005 v ¥TD Pay Code Values by Employee
Cukput Format

3 Prinker

(%) Screen

{3 Email

) File Orily

| Run Report | | E it |

2. This will create the following report
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[Payroll Codes] UMIVER SAL SECURITY PTY LTD Date 9/01/2002
Earning Codes
Code Description Type Factor GC Box GL Acct  Equiv, Super WiComp  Super Loadings
100 Horma Hours Rate 1.0000 GrossEarnings 3011 El Tes Tes Tes Tes
101 Time 1/2 Rate 1.0000 GrossEarnings 3011 1] Ho Yes Ho HNo
103 Diouble Time Rate 2.0000 GrossEamings 3011 E3 Ho Tes Ho Ho
107 Drouble Time 172 Rate 25000 GrossEarnings  1-5000 E4 Ho Tes Ho Ho
108 Treble Time Rate 3.0000 GrossEarnings Ho Tes Ho Ho
113 Rdo Bank Rate 1.0000 GrossEatnings RDE Ho Ho Ho
205 Wotkers C omp Rate 1.0000 GrossEatnings WO Ho Tes Ho
El Horma Hours Rate 1.0000 GrossEatnings  1-3000 Tes Tes Tes
EIN Hml Hrs Pd Mot Wik  Rate 1.0000 GrossEatnings  1-3000 Ho Ho Ho
EINE Mormal Hours Rate 1.0000 GrossEarnings  1-3000 Tes Tes No
E2 Time 1/2 Rate 1.5000 GrossEarnings  1-3000 Ho Ho Ho
E2Q Time 1/2 Rate 1.2616 GrossEarnings  1-3000 Ho Ho Ho
E3 Diouble Time Rate 2.0000 GrossEarnings  1-5000 Ho Ho Ho
E3Q Diouble Time Rate 16832 GrossEarnings  1-3000 Ho Ho Ho
E4 Drouble Time 172 Rate 25000 GrossEarnings  1-5000 Ho Ho Ho
E4Q Drouble Time 172 Rate 21030 GrossEarnings  1-5000 Ho Ho Ho
E3 Tripple Time Rate 3.0000 GrossEarnings  1-5000 Ho Ho Ho
RLDE Fdo Bank R 1.0000 < No Mo Na
W0 Wotkers C omp R 1.0000 < Ho Tes Ho
WEND Weekend Rate 1.0000 GrossEatnings a0 Ho Ho No
. 0y . . . . .
3. Review the “Super” column to see if superannuation is being paid

Setting up Award Overtime Rules

Outcome: Explain the options available in an overtime rule.
List the 2 steps to be done after the overtime rules have been created

Use When

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

Create Overtime Rule
Update Employment Type

Cast Overtime
Procedure

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

Rule 'l?E; v Cyclic Foster Limits Hous | SuperHours |
D escription |?B 12
K]
wieeks in Roster Cpcle |2— Default Basze Hours per Roster Cocle ’W 4
[TUse Emplovment Tupe Baze Holrs [Tinciude Specific Overtime [lnclude Tentative Shifts
Cast Owertime D aily Allows Dvertime to be cast on ‘WeekEnd Shifts

Zero Overtime where hours are lezs than basze [T &pply rule only ta Standard Schedule Hours

[ Recalculate Nightshift Loadings
Caloulate On: () Weskly Cpcle

Owertime Limitz

Method: (O Daly (%) Span Accumulate Daily Hours
Mon | Tue | wed | Thu [ Fi | Sat | Sun [ PHal J5Pans | Hows
Owertirne 1 20.00 20.00 20.00 2000 2000 2000 2000 2000 2
Owertime 2 30
Owertime 3
Owertime 4
’ Save ] l Cancel ] [ Exit ]

(%) Roster Cycle

Type a short name for the rule then a description
Enter the number of weeks used to calculate overtime

Enter the number of hours to use as a basis for normal hours
A. Hours in excess of this value will be overtime hours

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

Check “Cast Overtime Daily” if you want the overtime in excess of the base to paid
against the days where overtime was worked.
Check “Zero Overtime where hours are less than base”

A. This prevents overtime from being paid unless the “Base Hours per Roster Cycle”
value is exceeded.

B. By default overtime will be paid as a single event exceeding the base.

1).  If the base was 76 hours

2) The total hours were 82

3) 6 hours of continuous overtime would be 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
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.

Check “Include Specific Overtime” if overtime specifically set on the “Booking”
window of the shift is to be included in the base hours calculation
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10. Check “Allow Overtime to be Cast on Week End Shifts” if you want the overtime to be
calculated based on the last shift even if the last shift is a week end shift. Normally it is
based on the last shift on a weekday.

11.  Check “Allow Overtime to be cast on Leave Shifts” if you want the overtime to be
calculated based on the last shift even if the last shift is a leave shifts. Normally it is
based on the last shift on a weekday.

A. If'this is not checked the overtime will be calculated at the rate of the last shift
worked.

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

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

category.
13. Click 7B
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.

Employment Types E]@Ej

Emplayment Type -FULLTIME [ Legend I_ [
Description HoursAwfeek Hours PAd FTE
Fulltime |38.DD [1976.00 |1 a
Mirimum Hours #wieek  [20.00 P aximum Hours / tweek (5000

Minimurn S hift Length 4.00 Faxirmurn Shitt Length 12,00

[

T lnclusiu:_un& T thimim_ar T Aage Rates ]

fuward Reterence | v-:J

Overtime Rule |?E

Allowance Group li v.J
Superannuation Hours to Meal Break:

Hours

Save ” Cancel H E it

2. Select your “Employment Type”
3. Select the desired “Overtime Rule”

4. Click "8
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Cast Overtime

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.

Cast Overtime EI |§| E|

Company P/RTRM -

(%) Cast Overtime () Cast Might Loadings

Owertime Rule 76 w
Pap'week Ending | 31/01/2005 L

FPayp Cycle FORTMIGHTLY w

| Process H Cancel || E it |

A.  Select “Company”

B.  Select the desired “Overtime Rule” to cast
1) More than 1 “overtime Rule” maybe setup
2) Each rule must be run separately

C. Select the “Pay Week Ending”

D. Select the “Pay Cycle” type

E.  Click B

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 B an employee name




Payroll How-To

Scheduling Workbench <Site Location>

| | o ®| ﬁ| |7ﬂ| N | Wiew i . Employee
N QY W/End |0B/02/2008 v T =
[PONWERFDRCE PARRAMATTA v Feiod [70ays g v | |
[POW-PAR] PARRA Fiotation Start ﬁ End ook e
91 GEORGE STREET
- Ovwer/Standard -
PARRAMATTA NSW 2150 M adify
[ Add Employes ] [Heplace Employee] [ Fermarnent 5 hift ]
[(Book NewShit | [ (EdtCumentShitt | [ Cancel Shitds |
r Emploves T Site
FEE 2005 [ Mona Tue 1 Wwed 02 Thu 03 Fii 04 Sat05 | Suni6
ADAMS OUINCE -Fo/R-003 2
BROWM ALISON-PWR-010 15002300 15:002300 |
LITHGOW JOHN-FwR-012 00:00-12:00 08: 30-17:30 =
b
<) [ >
Resources/Hours [2/20.00 175,00 /5.0 17500 175.00 175,00 17500 |

D. Select “Calculate Overtime”

Scheduling Options

O ption (]

Copy Shifts to new date period

Hiztary and Asvailability

Calculate Overtime

Setting Up an Award
Use When

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

been made to an award

Overview

Quick Review

Award Interpreter

Time Zone Maintenance
Classification Codes Maintenance

Employment Types
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Allowance / Deduction Codes

Personnel Rates

Concept

1. Edit the “System Codes / Time Scheduling / Award Interpreter” Award Code as
required

2. Confirm the details on the details on “System Codes / Time Scheduling / Time Zones /
Times Tab” are still appropriate

3. Open “System Codes / Payroll / Classification Codes”
A. Select the desired Classification Code

Check the Award Rule field

Check the Time Zone field

Set the Rates on the Rates tab

On the Entitle tab check the Codes

monw
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Award
Interpreter

'

Time Zone
Maintenance

Window

Classification
Codes
Maintenance

i

Window

Employment
Types

TAB

Penalties

Allowance /
Deduction Codes

Position

Window

Personnel
Rates

~
S TAB
\\
Allow/Dedns
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