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Introduction

MYOB Exo Payroll - Australian Edition

As a leading supplier of computerised Payroll Systems, MYOB talks to businesses of every size and
type, every day of the week about payroll management.

With on-going tax and legislation changes there is an increased burden in preparing pays, tracking
annual leave and sick leave, and keeping all the necessary records required by the government.

MYOB Exo Payroll is capable of handling a wide variety of types and sizes of payroll from a single
payroll company to several payrolls for multiple companies, all within the same program.

MYOB Exo Payroll has been designed with people in mind. We know from experience gained in
helping over 4500 companies implement payroll management systems, that people who prepare
payrolls aren’'t necessarily computer literate, but they are used to, and skilled in, preparing payrolls
by other methods.

With MYOB Exo Payroll, the processing of pays each week is quick and simple, freeing you or your
staff up to do more.

Getting Started with MYOB Exo Payroll

Before you get underway with setting up your MYOB Exo Payroll, we suggest that you take the
time to familiarise yourself with the general structure and philosophies of the system.

This is best handled by working your way around the Demonstration Company that is installed
with the package. This will help you learn how to move through the windows and understand
better, the information needed to set up your own Payroll Company.

Start the Payroll Software by double-clicking on the Exo Employer Services icon on your desktop
or click the Windows Start button and choose the program from Programs > MYOB Exo Employer
Services.

The first thing you will see is the MYOB Login Screen with the Demonstration Company in the list
of payrolls. Exo Payroll is a multi-company system (you can have unlimited additional payroll
companies). Once you add your own Payroll Company, its name will appear in this list.

MYOB Login Screen

MYOB Exo Employer Services

Ilser Security

Demonstration Company Demo Test Company

User Code: |

User Name:

Fassword: |

+ Add: F4 Support
Delete : F& E Exit: Esc
J Registration

myob
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The Demonstration Company line will be highlighted. To open a company, either select a
company and press enter or double-click on it. You must enter the logon details of a user account
that has been set up in the Exo Payroll system.

NOTE: The Demonstration Company has a default user called Admin. This user has the User

Code “A” and the Password “Admin”

After logging in, you are presented with the main window:

e 806 EXD Payral (8] | Toa Demmaratratian Compasy | Lisanen Fles 1001 | Date: 21282013
File Bt Py Repons Mastenarde Liklis Help

BO - M AERe BOBCEHD e B
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The main window includes the following interface features:
e All functions are available from the main menus (see page 2).

e Important functions can be accessed by clicking on the icons on the main Toolbar (see
page 9). Hovering the mouse pointer over these icons (without clicking) will display tool
tips, which indicate what part of the payroll they access.

e Keyboard shortcuts are available for common operations.

Once you are familiar with the interface, you can begin to perform the main functions of the Exo
Payroll system:

e Setting up the details of your company (see page 19)
e Running a pay (see page 119)
e Printing reports (see page 184)

e Maintenance functions
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The Menus
The following menus are available in the main Exo Payroll interface:
File Menu
Menu ltem Description
New Employee This is used to add a new employee (see page 81) to the Payroll.
Open Employee This is used to access an existing employee (see page 81) to perform any
masterfile changes.
Employee List Opens a filterable list of all employee records (see page 213). You can
add, view and edit employees, and access other employee-related
functions.

Employee Notes This takes you to the selected employee’s personnel notes (see page 97)
window. This window can also be accessed by pressing the F12 key.

Change Payroll Allows you to log out of the Payroll you are in and access another
Company Payroll Company if you are running multiple Payrolls.

New Test Create a test company based on this company. Test companies have
Company restricted functionality, but do not count towards your licensing limits, so

you can use them to test out configuration changes without affecting
the original company.

Refresh Test Load the latest data from the original company into the test company,
Company overwriting any changes you have made to the test company.

Archive Company  Archive this company. Archived companies are read-only for all users,
but do not count towards your licensing limits.

Unarchive Restore an archived company to “Live” status (which means it will once
Company again count towards your licensing limits.)
Exit Takes you out of the application and returns you to the desktop.
Edit Menu
Undo Cancel the last operation and revert back to the previous status.
Redo Reapply the last operation at the current cursor position.
Cut Move the currently selected text into the Windows clipboard.
Copy Copy the currently selected text into the Windows clipboard.
Paste Copy the contents of the Windows clipboard to the cursor position.
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Clear Delete the contents of the entire field, at the cursor position.
Select All Select the contents of the entire field, at the cursor position.
Pay Menu

Menu ltem Description

Current Pay

This is where the pay is processed each pay period (see page
120) as part of the Pay Cycle. This is an alternative path to the
Pay Cycle for accessing the Payroll function.

One-Off Pay

Allows you to run “manual” pays (see page 166) at any time
outside the normal pay cycle. This can be used for corrections,
terminations, special pays etc.

Pay List

Opens a filterable list of all pays recorded in the system (see
page 213). You can view individual pays, and access reports and
functions relating to pays.

Direct Credit Transfer

From here you can create Direct Credit files (see page 158), in
order to initiate the electronic banking of your employees pay
components. For example, wages, allowance, leave, and
deductions.

Superannuation Transfer

Allows you to create Direct Credit files (see page 169), in order to
initiate the electronic banking of payments to superannuation
providers. For example, Employer Contributions, and salary
sacrificed into superannuation funds.

Single Touch Payroll

Sub-menu containing the following items that relate to sending
pay information to the ATO via Single Touch Payroll:

Submissions - Allows you to submit pay data to the ATO
(see page 161), view the details of submissions and check
on their statuses.

Update - Allows you to update the STP data for all
employees outside of the Pay Cycle (see page 280).

Finalisation - Allows you to send year-end finalisation
declarations for one or all employees (see page 279).

Zero Year to Date - Allows you to zero employees’ year-
to-date totals (see page 280) when transitioning from
Exo Payroll to a new payroll system during the financial
year.

Validation Check - Runs a check on the STP data and
configuration settings and reports any validation errors
found.

Pay Superannuation

Allows you to pay superannuation contributions to a
superannuation clearing house service (see page 171).




MYOB EXO Payroll

Import Time Transactions

This menu item is only enabled if you are importing times (see
page 174) from an outside source or Add-on such as MYOB Exo
Time and Attendance.

Rapid Load Pay

This menu item is only enabled if the Rapid Load Pay option has
been enabled (see page 35) in the Payroll Setup. It allows you to
load hours, leave and allowances in batch form (see page 176)
for quick entry.

Exo Remote

If you have the Exo Remote add-on, this will allow you to send
employee data to a different computer (see page 180) for
remote data entry.

Mystaffinfo This add-on application is used to enhance and modernise your
payroll operation (see page 180) by publishing and retrieving
content online.

Update This is where the pay is updated (see page 160) each pay period

as part of the Pay Cycle. This is an alternative path to the Pay
Cycle for accessing the Payroll function.

Reports Menu

Menu ltem Description

Print Report This opens the list of available reports (see page 187).

Report Runs This is where you are able to set up groups of reports (see page 209) for
printing in batches.

Report Views This provides access to the Employee List (see page 213), Pay List (see
page 213) and Leave Balance List (see page 216) windows.

Consolidated This is useful if you want total amounts over more than one Payroll
Reports company (see page 217).

Clarity Report This utility enables you to create your own customised reports.
Writer

Export General This is for exporting journalised pay amount (see page 217)s for the
Ledger current/one off pay to your accounting software.

Post to Exo This function allows you to integrate with the MYOB Exo Business
Business product by posting pay runs to EXO Business (see page 230).
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Maintenance Menu

TIP: The Maintenance menu can be accessed in three different ways: via the menu, by
clicking the toolbar icon (see page 9), or by pressing F2 at any time.

Menu Item Description

Allowances Allows you to make additional payments to employees (see
page 57) that are not hourly or salary payments. Examples of an
allowance would be Meal Money, Shift Allowance etc.

Deductions Allows you to deduct money from an employee’s pay (see page
71). Examples of deductions would be Child Support, Union Fees
etc.

Departments Allow you to allocate your employees to different departments

(see page 77) thereby giving you the ability to analyse your
payroll costs over those departments.

Costing Sub-menu containing the following items:

e Cost Centre Structure Names - Allows you to enter
names (see page 231) for the various parts of the cost
centre structure.

e Cost Centres - Allows you to allocate Payroll costs (see
page 78) to different areas of your business.

Non-Cash Benefits Allows to you add extra items to an Employee’s salary package
(see page 68) such as fringe benefits, salary sacrifice and
employer super contributions, without affecting the employee’s

gross pay

Superannuations Allows you to set up superannuation calculations (see page 232)
for Employer Contributions, Salary Sacrifice Contributions and
Employee Contributions.

General Ledger Allows you to create the necessary codes (see page 236) to
either produce a Payroll general ledger listing or even interface
directly to your general ledger.

Note Types Allows you to set up personnel notes (see page 236) that can be
categorised by codes and then printed in report format.

Groups Sub-menu containing the following items:

e Annual Leave Groups - Allows you to set up group rules
for handling Annual Leave conditions based on the
awards and state legislation applicable to your business.

e Personal Leave Groups - Allows you to set up group
rules for handling Personal Leave conditions based on
the awards and state legislation applicable to your
business.
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e Long Service Leave Groups - Allows you to set up group
rules for handling Long Service Leave conditions based
on the awards and state legislation applicable to your
business.

Superannuation Providers  Allows you to add and edit contact details for all of the
superannuation providers (see page 64) and funds that are used
by your employees. For any given fund you can specify the
bank to account to which all related superannuation
contributions will be direct credited.

Single Touch Payroll Sub-menu containing the following items relating to Single
Touch Payroll (see page 276):

e Allowance Categories - Allows you to create and edit
the categories (see page 243) that must be assigned to
Allowances for STP.

Utilities Menu

Menu ltem Description

PAYG Calculator This is a powerful utility that allows you to calculate PAYG (see
page 245) on any amount at any time. While the Payroll
calculates PAYG as part of the pay process, there are times
when you may need to do a one-off calculation.

Leave Planner This is for forward planning of annual leave, shifts and rosters
(see page 246) and is contained within a calendar interface.

Awards and Pay Classes This utility lets you set up awards and pay classes (see page
251), and then apply them to employees, updating their
Standard Pays.

Leave Entitlement This utility allows you to enter adjustments to employees’

Adjustment year-to-date leave entitlements (see page 255).

Edit Tax Scale for Working This utility lets you update historic pays for users on the
Holiday Makers Working Holiday Makers tax scale (see page 256).

Backup Allows you to backup your data at any time to either floppy
disks or your hard drive.

Restore This is used when you need to restore a backup due to
hardware failure or corruption.

File Reindex This is a file repair utility.

Recalculate Standard Pays Recalculates all employees’ Standard Pays, which may be
useful when the new financial year’s tax tables come into
effect on 1 July. Run this utility if incorrect PAYG amounts are
appearing when reporting on Standard Pays.
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This contains the company’s details and several control
settings, such as your hourly rate structure etc. This option is
also available from the Payroll Setup Cycle (see page 21).

User Security

This is where you would set up the various users who will
have access to the Payroll and allocates what rights they have.
MYOB Exo Payroll is a multi-user system.

Delete Old Information

This is where you can clear out old pay and costing data (see
page 257) to conserve disk space and memory. This also has
the added benefit of speeding up access times on older
computers.

Backup Options

This allows you to configure settings that affect backups of
your data.

Help Menu

Menu ltem Description

Help

Opens the online Help. Help can also be accessed anywhere in
the program by pressing F1.

MYOB Education Centre

Opens a web browser to the MYOB Exo Employer Services
Education Centre, which contains Release Notes, User Guides,
Help videos and other product information.

What’s New in this
Release

Opens a window showing the major features in the latest
release, with a short overview video and links to PDF Release
Notes.

Online Knowledgebase

Opens a web browser to the MYOB Enterprise Knowledgebase
web site.

ATO Employer Essentials

Opens a web browser to the Employer essentials section of the
ATO website. This portal provides useful links to assist
employers in meeting their Commonwealth tax and
superannuation obligations.

ATO ETP Guidelines

Opens a web browser to the ATO website, showing guidelines
on calculating Employment Termination Payments.

Fair Work Website Opens a web browser to the Fair Work Ombudsman website,
which provides information and advice about your workplace
rights and obligations.

Setup Cycle This is used to access the Setup Cycle (see page 19) when
initially setting up a company.

Pay Cycle This is used to access the Pay Cycle (see page 119) when

running a pay.
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Show Reminders

Displays all employee notes (see page 97) with Reminder dates
up to today’s date that have not yet been marked as completed.

Upgrade Software

This is a tool with which you can upgrade your current version
of MYOB software (see page 181), providing you have the most
recently available MYOB CD.

Upgrade Software Online

This function accesses the Internet to upgrade your current
version of MYOB software online (see page 183).

Migration Tool

Starts a wizard that lets you migrate data into Exo Payroll (see
page 12) from MYOB PowerPay or MYOB AccountRight
Premier.

About

This window contains support information such as the current
version, install location and licence holder. Press F11 at any time
to view the About window independently of the menu.

Special Menu

If any additional modules have been added to the Exo Payroll system, a Special menu becomes
available. This menu has one option: Special Applications. Selecting this option opens a window
that lets you open any available special modules.

The Toolbar

The following icons are available in the toolbar of the main Exo Payroll interface:

Icon Function

Description

- Employee List
~8

Opens a filterable list of all employee records (see page 213).
You can add, view and edit employees, and access other
employee-related functions.

m Pay List

Opens a filterable list of all pays recorded in the system (see
page 213). You can view individual pays, and access reports
and functions relating to pays.

Single Touch Payroll ~ Opens a list of Single Touch Payroll submissions (see page

ato

161), where you can submit data to the ATO, check the
status of submissions or view their details.

New Employee

This is used to add a new employee (see page 81) to the
payroll.

Edit Employee

This is used to access an existing employee (see page 81) to
perform any masterfile changes.

Notes

2 2 [

Will take you to the selected employee’s personnel notes
window (see page 97). This window can also be accessed
via the F12 key.
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This is where the pay is processed (see page 120) each pay
period, as part of the Pay Cycle.

Print Reports

Takes you to the list of available reports (see page 187).

Direct Credit Allows you to create Direct Credit files (see page 158) for

Transfer electronic banking.

Update Pay This is where the pay is updated (see page 160) each pay
period, as part of the Pay Cycle.

Backup This is a facility to archive a copy of your data files, in the

case of needing to Restore/Rollback to them at some point.

C BR[|

Maintenance

This is the menu where you set up your Allowances,
Deductions, Non Cash Benefits, Superannuations,
Departments, Cost Centres, General Ledger Codes, Annual
Leave Groups and Note Types. This menu can be accessed
three ways: via the drop down menu, toolbar icon or by
pressing F2 at any time.

PAYC

The PAYG Calculator

This is a small utility (see page 245) that allows you to
calculate PAYG and/or Student Loan on any amount at any
time. While the Payroll calculates PAYG as part of the pay
process, there are times when you may need to do a one-
off calculation.

Q

The Pay Cycle

This is used to access the Pay Cycle (see page 119) when
running a pay. The Pay Cycle can be selected from the
Toolbar or the Help Menu.

_ Help Opens the Online Help.
ITTY Diary Opens the Diary, which is a form of a daily planner, giving
31 you a place to enter comments on any given day, for Payroll
company-related tasks, appointments and reminders.
- Show Items Opens a window showing all available toolbar icons, where
you can choose which icons to display and which to hide.
Exit Takes you out of Exo Payroll and returns you to the

Windows desktop. You will be asked if you want to back up
the database before exiting.

10
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Adding a Payroll Company

MYOB Exo Payroll can have unlimited “live” payrolls in the same program, in addition to the
Demonstration Company.

After opening Exo Payroll, the first thing you see is the MYOB Login Screen.

MYOR Login Screen

MYOB Exo Employer Services

ser Security
Test Company

Demaonstration Company

zser Cade: |

Lser Marne:

Password: |

+ Add: F4 Support
Delete : FE E Euit: Esc
J Reqistration

myob

To add a company, click the Add button or press F4. The following window appears:

e Add Company E3

Company Mame: |Test Company

Directory: TESTCOMF

v Copy information from an existing company

Copy information from: |Demanstratinn Cormpany j

Payroll (AU) l Employee Information I Time and Attendance
v Allowances v Annual Leave Groups
v Cost Centres v Setup Options
v Deductions v Personal Leave Groups
v Departments v MNaote Types
¥ Non Cash Benefits v General Ledger
v ‘Work Cover Setup M Long Service Leawe Groups
¥ Superannuation Providers

E% Save:F1EI| E Exit: Esc




Setting up MYOB Exo Payroll

Company Name Enter the name for the new company. This is the name that will appear in the list
of payrolls. You may want to add “Wages” or “Salaries” or the name, to show who the new payroll
is for.

Directory The default directory name is automatically generated, based on the first few characters
of the company name you enter.

Copy information from an existing company This option allows you to copy the basic setup data
from another company. This is useful where you have split the Wages and Salaries payrolls into
two payrolls, both of which follow similar payroll practices. Tick the box and select the closest
matching company from the Copy Information From list. If in doubt, choose the Demonstration
Company. You will then be able to specify which areas of the other payroll you want to copy by
ticking the appropriate boxes below.

Once the procedure is complete, click Save or press F10 and you will be taken to your new
company.

Once in the new company you will be presented with the Payroll Setup Cycle window (see page
19). This window steps you through the process of configuring the various essential settings.

Deleting Payroll Companies

If you want to delete a company for any reason, select the company on the Login Screen and click
Delete or press F6. You are then asked to confirm that you want to delete this company. Click No
to cancel, or click Yes to proceed. You must enter the administrator password for the company,
then take a backup of the company before it is deleted.

12
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Migrating Data from Other Payroll Systems
Payroll data can be migrated to MYOB Exo Payroll from the MYOB PowerPay and MYOB
AccountRight Premier systems. Migration is a two-step process:

1. The data is exported from the source system

2. The datais imported into Exo Payroll using the Migration Wizard.
Exporting Data for Migration

MYOB PowerPay

Exo Payroll supports migration from MYOB PowerPay version 8.5 and later. To export data from
PowerPay:

1. Select Export Data... from the File menu. This opens the Export Parameters window.

4] Export Pararneters @
Export Items

Type of Export: [Employees |

Export File Format:  Tab-delimited & iComma-separated.

First Becord is:  Header Record (O Data Record

[ Current Employees Only

¥ Al From Employee Code: BART Search |
To Employee Code: |WALL Same |
¥ Year To Date From Date: |00/00/00

To Date:|00/00/00

Cancel Continue

2. Select Employees for the Type of Export.
3. Select Comma-separated for the Export File Format.

4. Select Header Record for the First Record.

13
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5. Use the fields on the bottom half of the window to specify which employees you want to

export, then click Continue.

4] Export Employees @
List Of Fields

* Employee Code | [*Employee Code Field 1 i
LastMame Last Mame Field 2
First Mames First Mames Field 3
Address1 Address1 Field 4
Address?2 Address?2 Field 5
Suburb Suburb Field &
State State Field ¥
Post Code Post Code Field &
Country Country Field 9

Date of Birth v| Date of Birth Field 10 v|

[* = Required Field for an Import] |

Cancel | Continue |

6. On the Export Employees window, click Match All. Click Continue.

7. Enter a name for the export file then click Save.
The export file is saved to the location you selected.

MYOB AccountRight Premier

Exo Payroll supports migration from MYOB AccountRight Premier versions 10 and later. To export

data from AccountRight:

1. Select Export Data > Cards > Employee Cards from the File menu. This opens the Export

File window.

i

Export File

-

=

Ewpart Employees

Expart File Farmat: | Conma-zeparated

First Record is: | Header R ecord

|dentifiers: |

Postoode:

Customn List Mo.1: | =
Customn List Mo, 2: | = |
Customn List Ho.3: |

Cancel

| | Continue |

14
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2. Select Comma-separated for the Export File Format.
3. Select Header Record for the First Record.

4. Use the fields on the bottom half of the window to specify which employees you want to
export (or leave them blank), then click Continue.

Q Export Data @
Click the AccountRight Premier Figldz in the order that pou wigh to export them,
Ewpart Figlds AzcountBight Premier Fields Export Order
LA aef Mama - Co./Last Marme: Fialt ¥ -
Fast Wame Firgt Mame: FRr s
Land i * Card ID: Frald 7
{iand S Card Status: Faai
ey Coutar Curreticy Code: b
Aetar 7 A 1 Addr 1 - Line 1: Fhatr &
-l 2T - Line 2 Fis
Sl 5 - Line 3: Fiatr &
L 4 -~ | - Line 4: it -
[* = Reguired Field for an AccountRight Premier Import)
[™ = Conditional Field: Must have one ar mare fields for an AccountRight Premier Impoart]
'?J Cancel | Unmatch Al Export |
o
Help F1
5. On the Export Data window, click Match All. Click Export.
6. Enter a name for the export file then click Save.
The export file is saved to the location you selected.
Importing Data into Exo Payroll
Open the Migration Wizard by selecting Migration Tool from the Help menu.
1. Click Next on the Welcome window.
== Migration Wizard £3

Welcome to the EXO Payroll
Migration Wizard

MYOB Exo Employ

This wizard will gquide wou through the process of
migrating the data fram wour existing kMY'0B
Fremier or FowerFay into an EXO Fayroll
database.

Click Mextto continue, or Cancel to exit the wizard.

myob Hest

15
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2. Click Browse to specify the location of the file you exported, then click Next.

e

#= Migration Wizard =

Select a file to import
Where is the source file located?

To perform a migration you need to select a source file to be imparted.
Mote that the file should be sitting on a local disk drive.

Click Browse to locate the file in which the MYDEB Fremier or FowerFay is
located.

To continue, click MNext.

File Location: | ChFowerFayexportypowerpay txd Browse...

¢ Back Mest Cancel

3. If you are migrating data from MYOB PowerPay, you must map the PowerPay Pay
Frequencies in the export file to Exo Payroll Pay Frequencies. For each frequency Code
listed, select a Pay Frequency (Weekly, Fortnightly, Bi-monthly, 4 weekly or Monthly). Click
Next once all Pay Frequencies have been mapped.

2= Migration Wizard B

Data Conversion
Carnwvert Fay Frequency from PowerFay to EXD Payroll

Frequency Code
PowerPay EXO Payroll J
WEEK

=]

Flease select a mapping for every field to help EXO Payroll gets Pay
Frequency from FowerFay corracthy,

¢ Back et Cancel

4. At this point you must back up your company file before proceeding.

16
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5. The Migration Tool checks that it can read the file successfully. If the checks all succeed,
click Next to continue.

== Migration Wizard £

Yerifying Settings
Flease wait while the higration WWizard wenfies vour settings

Checking...
-Access to C5Y file .successful
-“erity TSV file .completed

Once the check has completed, click Mext to continue.

< Back MNext Cancel

6. Tick the | accept full responsibility... box, then click Migrate to begin the migration
operation.

== Migration Wizard £

Ready to Migrate
Yerification of wour seftings was successful,
“ou are now ready to migrate your data.

“ou are now ready to commence migration of the data to EX0 Fayrall,
based an the information wou hawe provided.

Flease confirm that wou take full respansibility for perfarming walidation of
the migrated data once migration is complete.

To start the migration process, click kMigrate.

[l accept full responsibility for validating the migrated data;

< Back Migrate Cancel
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7. The progress of the migration is displayed.

== Migration Wizard =

Migration in progress
The Migration Wyizard is migrating vour data.

Imparting datafile...
I

Cancel

8. The results of the migration are displayed. Click Print to print a copy of the migration log. If
any fatal errors were encountered, exit the Migration Tool and correct the problems that
caused them. If the migration succeeded, click Next to continue.

== Migration Wizard =

Migration Results
bigration has been completed

The data has been migrated to the ExXO Fayroll database.

Flease review and address any warnings shown below.

MHate that any errars in red are considered fatal and wou will need to rectify
the data error af the source and re-run the migration.

Ta send the results to a printer, click Frint. To cantinue, click Mext.

Emp ID Emp Mame Problem |Status |J

Frint |

18
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9. The migration is now complete. Click Finish to exit the Migration Wizard and return to Exo

Payroll.

== Migration Wizard

MYOR Exo Emp

Completing the Migration Wizard

Congratulations!

You hawve successtully completed the migration
[rocess.
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Setting up MYOB Exo Payroll

Before you can enter any employee information and commence the preparation of your payroll, it
is necessary to set up the payroll to handle your company’s unique requirements. This requires not
only setting the structure for your payroll(s), but also entering historical information, such as Gross
Year to Date totals, annual leave entitlements etc.

Although some of this preparation may be handled by MYOB in the course of the installation and
training, it is necessary for you, the user, to have an overview so that you may be better equipped
to successfully understand your payroll system.

The Exo Payroll Setup Cycle

The Setup Cycle steps you through the process of setting up the various masterfiles that will be
called on when pays are run. These masterfiles define the types of payments your staff may be
eligible for during a pay.

The Setup Cycle opens automatically the first time you open a newly created company. From then
on, the cycle can be accessed by selecting Setup Cycle from the Help menu.

7| Payroll Setup Cycle | 2= |
(& Step 1 =
& Pavioll Selup 2]
T fi Entbes tha Company Infeemation. e.g. Compary
FE;””“"“ :'“ Narme, Adkaes, TFN st
ay Cycle'' lcon —
fiam the: Toolbar, ][]

Eﬂ

E‘ﬁ Step 2 Add Allowances

Create any Alowances that

could be pand to staff.
_ Step 7 Erl-l %) Payroll Setup Step 3
Add/Edit Employees Add Non-Caszh Benchis
C}-"Cl e Create ary Mon-Cash Benefits and
azzocizted Superannustion
Q Eﬂmvidm;l?fat could be recened
waur skaff.

Step 6 El ﬂ Step 4

Add Cost Centies & =y Add Deductions
Addthe Cost Centres to be uzed D[_. Creste any Deductions that could be
for anaksrg vour Payiall —. deducted fram vour stalf's pap,

Step 5
Add Departments )
Add the Depaitments to be used for analysing wour Payrel, E 1l

Click on each of the steps in turn to perform all of the necessary operations for setting up your
company.

o Step One: Payroll Setup (see page 21)

e Step Two: Add Allowances (see page 57)

e Step Three: Add Non Cash Benefits (see page 64)
e Step Four: Add Deductions (see page 71)

o Step Five: Add Departments (see page 77)

e Step Six: Add Cost Centres (see page 78)

e Step Seven: Add/Edit Employees (see page 81)

TIP: The steps covered in this Cycle can also be performed by selecting the appropriate

option from the Maintenance menu.
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Step One: Payroll Setup

] [2€]

The Payroll Setup window contains the main company details such as Address, ABN, multipliers
for Pay Rates, and costing structure. Select Step One from the Payroll Setup Cycle (see page 19)
and the following window appears:

| Setup Payroll EZ |

— Empl rdetails -
Campany setup ROVE

Marne: JDemnns1ru1ic|n Campany

ABM PPN | 83101364747

Addrass: ] 43 hilzon Avenue

Suburk: | Mulgrawe City: | Sydney

State; NSw  +| Posteode: [2088 Country: |

Fringe Benefits Tax
™ Emplover Exemptfrom FET

Emiail connection

Employer details

Reminder notes

— Fayroll Tax Setup for MSW

Employae defaults setup i
Ganaral ledger selup Annual Threshold,  $75%0.000.00 I™ Cweride 0.00
Leave management selup

Other setup Peyroll Te Rate:  5.450% " Oweride 0.000

Payment setup

Zingle Touch Payroll setup | i

Superannuation sefup | % oAl | E Eatie |

o Listview " Tree vew

You can select either a List view or a Tree view for this window.

fexc] Setup Payroll EZ |
— Employer details -

= Comparry selup

i -Email connection
(- Emplayar details ABN WPN: | 63101364747

i eReminder notes

& Employee defaults setup

hlame: JDE-mnnsin:ﬂicm Company

Addrass: ] 43 hiilson Avenue

ﬁ- GGeneral lzdger setup Suburby; | Mulgrene City: | Sydney
¥ Lemve monagement setup ) ) )
- Other satup State: NSw  +| Postcode: [2085 Country: |

- Fayment selup z >
; Fi fitz T

&= Single Touch Payrall setup iz 2T TG

- Superannuation selup [ Employer Exemptirom FET

— Fayroll Tax Setup for HSW
Annual Threshold,  $75%0.000.00 I™ Cweride 0.00

Fayroll Tex Rate:  5.45% I Cweride 0.00

. %Baﬂa:ﬁﬂl EEB&IZEE |

© Ustview & |Tree view]

Lozl aliled,

TIP: You can also access the Payroll Setup window by selecting Setup Exo Payroll from the

Utilities menu.
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The Payroll Setup window is divided into the following sections:

e Company setup (see page 22)

e Employee defaults setup (see page 25)

e General ledger setup (see page 29)

e |Leave management setup

e Other setup (see page 35)

e Payment setup (see page 41)

e Single Touch Payroll setup (see page 48)
e Superannuation setup (see page 52)

Once you have configured all of the necessary settings in each section, click Save or press F10 to
close the Payroll setup window and return to the Setup Cycle.

Company Setup

The Company Setup section of the Setup Payroll window (see page 21) is where you specify
details about your company as a whole. Company details are divided across three sub-sections:

e Email connection (see page 22)
e Employer details (see page 23)
e Reminder notes (see page 24)

Email connection

MYOB Exo Payroll has the ability to send payslips to employees electronically as PDF

files. Providing that a significant number of your employees have access to their own computers
and email accounts, and are not paid by cash, this may offer some long term financial savings in
Payroll administration costs, as there is no expenditure or stocktaking involved for printers, payslip
paper, ink cartridges, envelopes, postage, etc. Payslips are password-protected so that only the
intended employee can read the file. The Email connection sub-section is where you specify the
email details for your company.

[lexc Setup Payroll = |
Company selup Email connechion
¥
SMTP sanver |192.152.37.87 SMTPPot |
Employer details Usemame: |
Reminder notes P— I ot o
I Use SSUTLS
Sender name; [Payrall Office

Sender's amail address: | payroll@demansiration.com ou

Massage:

Please find attached your payslip. j

Employae defaults satup
Ganaral ledger salup
Leawe management selup
Other setup

FPayment setup

Single Touch Payroll setup ;l
Superannuation setup

i Listview " Tree view E% sa“E:le E Bl : B3 |

NOTE: Employees’ email addresses are entered in the Other tab (see page 93) of the

Employee Maintenance window.
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SMTP Server To use the payslip emailing function you must have access to a Simple Mail
Transfer Protocol (SMTP) Server. If your company has a Local Area Network (LAN), it is probable
that it will have an internal SMTP server, as provided by your Network Administrator.

SMTP Port Specify the number of the port to send emails on. Consult your mail service provider
or IT department for information on which port to use. This may depend on whether you want to
use TLS or SSL encryption (see below).

User Name For an internal mail server (such as Exchange Server) this will be the User ID as
configured for the user account in the Mail program. For ISP-hosted mail account this is the
account name. This field is optional - if you leave this field blank, emails will be sent anonymously.

Password This is the password for your mail account. Tick Show Password to show the characters
of the password; if this option is not ticked, the password will be masked with asterisks. You do not
need to enter a password if the User Name field is blank.

Use SSL/TLS Tick this box to secure emails using TLS or SSL encryption, if the SMTP server
supports them. SSL takes precedence over TLS; if both are available, SSL encryption will be used.

Sender Name Enter the name of the person responsible for sending the payslips (normally the
pay clerk).

Sender’s Email Address Enter the email address of the person responsible for sending the
payslips (normally the pay clerk).

Message Enter a short note to the employee, which will appear in the body of the email.
Employer details

The address and contact details here identify the business entity for which this payroll company
has been created, and will appear on the PAYG Payment Summary report (see page 191).

t= | Setup Payroll 2

Employer details

Company setup

hams: ]Demnns1ru1ic|n Company
Email connection

ABK MWER: | 63101364747

R Address: | 4 hilsan Avenue

Suburb: | Mulgrave ity | Sydney
State: N2w | Postcode: |2065 Cauntry: |

Fringe Beneafits Tax

™ Employer Exermpt from FET

Fayroll Tax Setup for KNS

Employes dafaults setup

Ganeral ledger sellp Annual Threshold;  $75%0.000.00 I Owerride ] 0.00

Leave managemant salup
Other selup Payroll Tex Rate;  5.450% I~ Cwerride | 0.000
Payment setup

Single Touch Payroll setup = )
Superannuation setup lﬂ_ﬂ SE?B'HDI E Eaiees |

0¥ gt vigw " Traeview

Name Enter the company name, or optionally its trading name. It is common to have two payroll
companies with separate login codes and access rights for each - one for salaried employees, and
the other for waged employees. The company name always appears on the title bar of the main
application window, indicating which payroll company you are currently logged into.
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ABN/WPN The company’s unique Australian Business Number or Withholding Payer Number, as
provided by the Australian Tax Office.

Address This is usually the company’s Post Office Box Number, or optionally a street name and
number.

Suburb The locality at which correspondence will be received.

City The town/city/region at which correspondence will be received.
State Select from the list of Australian States.

Postcode The postal code pertaining to the company’s address.

Country If the company is located outside of Australia, i.e. if the State is set to “OTH”", enter the
country in this field.

Employer Exempt from FBT Certain organisations such as charities and public hospitals are
exempt from Fringe Benefits Tax (FBT). Tick this option if your organisation is exempt from FBT.

NOTE: When an organisation is exempt from FBT, it is still possible for employees to perform
duties that are FBT-exempt and some that are not. An option on the Non-Cash Benefits

window in Standard Pays (see page 109) and Current Pays (see page 128) lets you mark

individual benefits as exempt or non-exempt.

Fringe Benefits Exempt from FBT by Default This option is available if the company is exempt
from FBT. Change this setting and click Save to update the Exempt from Fringe Benefits Tax (FBT)
setting of all Fringe Benefit-type Non-Cash Benefits (see page 109).

Payroll Tax Setup This section displays the payroll tax rate and threshold for the company’s state.
If necessary, you can override these values by ticking one or both of the Override boxes and
entering new values.

Reminder notes

Most reminder notes are entered manually (see page 97) for each employee. However, some
reminder notes can be automatically generated. Two common events that occur at regular
intervals are birthdays and annual reviews. Setting advance warnings of these events can result in
more preparation time. For example, one evening to purchase a birthday gift, or one week to
complete an annual review.

|| Setup Payrell 2|

Reminder notes

Company selup

E I¥ Create remincar notes for bithdays

Employer details Remind user I 5 3: days in advanca
Reminder notes

Recipiants: | Admin _]

¥ Create reminder notas for annual reviews

Femind usar I 53: days in advance

Recipients: |.AJ:IrnIn J

Employee dafaults setup

Ganaral ledger selup
Leawe management selup
Other sefup

Payment setup

Single Touch Payroll sefup ' :
Save:F10 = Exil: E
Superannuation setup E% e | E el |

o Listview  Tree view
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Create reminder notes for birthdays

This option tells the system to automatically generate a reminder note in the Show Reminders
window when an employee is due to have a birthday.

Remind user x days in advance Generates the note earlier, for prior warning. For example, set this
value to 1to receive the reminder 1 day before the birthday.

Recipients Click the B button in order to nominate specific users only. Automatic reminder notes
for birthdays will only be seen by these users.

Create reminder notes for annual reviews

This option tells the system to automatically generate a reminder note in the Show Reminders
window when an employee is due to have a performance review.

Remind user x days in advance Generates the note earlier, for prior warning. For example, set this
value to 1to receive the reminder 1 day before the review.

Recipients Click the B button in order to nominate specific users only. Automatic reminder notes
for annual reviews will only be seen by these users.

NOTE: When the Current Pay is updated, the system will run an internal check to see if any
employees are entitled to receive a note in the future. Appropriate notes will then appear in

the Show Reminders window, either as an advance notification or as a notification on the
day.

Employee Defaults Setup

The Employee Defaults Setup section of the Setup Payroll window (see page 21) enables you to
set common defaults that are representative of a typical employee of your company. Whenever
you add a new employee into the system, the employee’s details will default to these values,
which leaves you with the task of editing only for variations.

Employee default settings are divided across three sub-sections:
e Standard settings (see page 25)
e Tax classification (see page 27)

e WorkCover rates (see page 27)
e Leave groups (see page 29)
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Standard settings
Standard settings encompass the most common employment details.
o Setup Payroll . 1
Company selup Standard setings

fault I : "
Employze defaults setup Defaultemplayee order: @ Numeric ¢ Alpha

Fayfraguency: | W - Bamunaration type: W -
Standard seffings Y HBGUBNGY Bekly P oge
Gender himle - Term: Permanent -

Huours: Full-time 7

SarkCover 34498 J

Superannuation: 3 J Eﬂr;;f é,f;?,inmﬁm]
Standard hours per day: 760

Tax classification

WaorkCower rates

Stanclard hours per pay

Siviaekly 36.00 Farnighthy: I 76.00 Bi-tvionihky: 82,33
4'aaklys 152.00 anthly: I 16467

Genaral ledger setup
Leave managamant salup - Repor Distibution

Other setup

Payment setup

Single Touch Payroll sefup ;
Superannuation sefup (g Save:F1D [ [ Esit:Eec |

I+ Ernail W Print ¥ hiyStatiinto

0¥ gt vigw " Traeview

Default employee order When viewing the employee masterfile or pay windows, employees can
be listed in alphabetical or numeric staff code order. Click on the order that you want to use as
your default.

Pay frequency Choose a default pay frequency for new employee records.

Gender Choose a default gender for new employee records.

Hours Choose a default hours for new employee records.

Remuneration type Choose a default remuneration type for new employee records.

Allow overtime This field applies to salaried employees, and only appears when “Salary” is
selected for the Remuneration type. Tick this box if you would like to be possible to pay salaried
employees additional waged hours.

Term Choose a default term for new employee records.

WorkCover Specify a default WorkCover code for newly added employees. The WorkCover code
and rate is used when calculating the amount to pay on the WorkCover report (see page 189). If

you do not know the appropriate code, click the = button for a list of available codes.

Superannuation Select the default superannuation contribution (see page 232) that should

automatically be added to new employees. If you do not know the appropriate code, click the J
button for a list of the available codes.

Standard hours per day Enter a default standard hours per day value to be assigned to new
employee records.

Standard hours per pay Enter default standard hours per pay values for each pay frequency. For
new employees, the value for their pay frequency will be entered on the Hours Paid section of
their Standard Pay (see page 117). If you change an employee’s pay frequency, you will be given
the option of updating their standard hours to the value for the new frequency.
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Report Distribution These options determine the default report distribution (see page 207)
settings for employees, i.e. whether reports should be distributed to them by email, print, and/or
MyStaffinfo. You can change an individual employee’s report distribution settings on the Other tab
of the Employee Maintenance window (see page 93).

Tax classification

Here you can specify the most common Tax Scale that is applicable to this company. Generally
this will be Scale 2, as shown below:

ﬁ' Setup Payroll IE!
Company seup Tax classification
Employee defaults setup | Stondard Employes j
Standard settings
Mediore sxempton: [None—— =] Scele?

WaorkCower rates
I¥ Claim tax free threshaold

[ Entilled 10 Leave Loading at | 1750 %

General ledger selup

Leave managamanl salup
Other selup
Payment setup

Single Touch Payroll sefup | :
Save : F10 = Euit:E
Superannuation setup (g Save | [ Eit:Esc |

0 Ligtvigw " Traeview

Claim Tax Free Threshold The tax-free threshold is the amount of income that an employee can
earn each year that is not taxed (currently, the first $18,200 of the employee’s annual income). It is
intended for employees who are Australian residents (for tax purposes).
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WorkCover rates

The WorkCover rate is used to calculate an amount of WorkCover levy, payable by the
employer. The levy amount is based on a fixed percentage of the total employee’s earnings that
are liable for the levy. A payroll company may employ multiple rates of WorkCover. A WorkCover
code is allocated to the employee on the Employee Details tab (see page 82) of the Employee
Maintenance window. The employee’s liable earnings and corresponding rate are then collated
on the WorkCover report.

| o/ Setup Payrall EZ|
WiorkCover rate setup
Company setup
Employee defaults sefup Code Bate Dascription -
Standard seffings 24354 | 15630(DefauitCode |
3493 1.5000 OMca employpees
Tax classification
WaorkCower rates
General ledger salup
Leave management selup "’
Oiher selup
Payment setup
Zingle Touch Payroll setup * fidd | F4 | .' Edi: F5 | . Dells : FR | E Exil: Exc |
Superannuation sefup
0 Ligtvigw " Traeview

You can add an unlimited number of WorkCover codes.
Adding Codes

Click on the Add button in order to add a new code & rate.

e )

2 WorkCowver setup E

Code: Rate: Description: Cost Centre:

ﬁF‘rev:F? | *Ne:-:t:FE | %Save:ﬁﬂl annceI |

Code The levy code as provided to you by the WorkCover Corporation.

Rate The employee’s earnings liable for WorkCover will be multiplied by this rate in order to arrive
at a levy amount to pay.

Description A meaningful term of reference for this levy code.
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Cost Centre Entering a Cost Centre here means that the levy accrual for this Code is placed
against a specific Cost Centre in payroll reports. This overrides the default behaviour of the
reports, which is to place the levy accrual against the employee’s default Cost Centre. In other
words, you should leave this value at blank/zero if you want reports to assume the default
behaviour.

Editing Codes

Click the Edit button in order to alter an existing code/rate. Having made the appropriate changes,
click Save or press F10 to return to the WorkCover Rate Lookup window.

Deleting Codes

Click the Delete button in order to alter an existing code/rate. If a code has already been used by
an employee, you will be unable to delete it until their code is changed.

Leave Groups

This section lets you set default leave groups for Annual Leave, Personal Leave and Long Service
Leave. New employees will be assigned to these groups automatically.

'ﬁ
i Setup Payroll 82

—Detault l=ave group

Company seup
Employee defaulls setup

Annual leevse group: | LL AfLwith Leave Loading
Standard setings

Tax classification Fersonal leeve group: FL Fersonal Leave

WarkCover rates

Long sarvice laawve groug: M MNEW LS

Ganeral ledger selup

Leave management selup
Other setup
Payment setup

Single Touch Payroll sefup ﬁ% — Fhm| E Exil: Ese
Superannuation setup |

% Listwiew " Tree view

NOTE: This section is only available if the new, enhanced leave entitlement management

system has been activated. If you would like to learn more about the new leave entitlement
features and how to activate them, contact your Business Partner.
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General Ledger Setup

MYOB Exo Payroll has the ability to analyse your payroll costs to a range of user-defined General
Ledger codes. The resulting reports (see page 187) can be previewed, printed out, or exported
electronically to many common accounting applications. The General Ledger Setup section of the
Setup Payroll window (see page 21) enables you to set up these codes.

2| Setup Payrall =
Account codes
Campany setup
Employee defaults sefup [+ Liz= general ledger anslysis
General ledger sefup - Trock
Suspense Payments Provision Provision
Account codes BAYG: Diract credit: Annual Leave:
| 3500-20 |9mn~m ]em-m =
WaorkCower: Cash: Personal Leave:
|9-9m-;rn |9mn~m ]gm-m =
Superanrusation{employer): Chegue: Long Service Leave:
|9m~an |9uann-m ]g4m~5u =3
Mon-cash benefitz Founding:
|mm~1n |mnam
®plote: Acauals to the Leave Provision accounts wil onhy be maintained for employees with Hourly®
Leave managament setup based leave groups. Where employees are set bo either "Calendar’ based leave groups or
Other sefup have no leave group assigned, leave wil be expenzed directly.
Payment setup ; _
Single Touch Payroll sefup :
Save : F10 = Euit:E
Superannuation sefup E_‘E e ’ E T |

0¥ gt vigw " Traeview

NOTE: General Ledger codes can be alphanumeric and can be up to 20 characters long.

Account code setup

Use general ledger analysis In a basic payroll setup, transactions are attached to Cost Centres,
allowing you to group your payroll costs by Cost Centre code on the Costing Analysis and Costing
Summary reports (see page 187). This is primarily for financial/budgeting purposes.

Enabling General Ledger analysis takes this process one step further by attaching General Ledger
codes to Cost Centres, allowing you to group your payroll costs by General Ledger code by way
of the General Ledger reports (see page 187). This is primarily for accounting purposes - the total
amounts per General Ledger become entries into the General Ledger at the end of the accounting
period.

Expense accounts can be created when Cost Centres are created, during Step Six of the Payroll
Setup Cycle (see page 78). At this stage the primary concern is creating Clearing accounts, in order
to offset the forthcoming expense accounts, and thereby balance the accounting equation.
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Suspense

PAYG Pay As You Go withholding is a levy on the employee’s taxable income. The purpose of the
PAYG system is to simplify the payment and collection of taxes and to collect income and other
taxes closer to the point in time when the income is earned or payment made. Under PAYG,
business entities are required to report all tax liabilities to the ATO on a single form at regular
intervals. The PAYG provisions cover items such as payments of income tax by businesses and
superannuation funds (called PAYG instalments) and tax withheld from salary and wages, ETPs,
pensions and annuities, payments in respect of non-cash benefits, and amounts withheld from
payments to entities that do not quote a tax file number or an Australian Business Number
(collectively PAYG withholdings).

WorkCover The WorkCover levy calculated on employee earnings, paid to WorkCover insurance.

Superannuation (non-cash) The employer superannuation contribution (superannuation
guarantee).

Non-cash benefit Non-Cash Benefits paid to employees, e.g. Fringe Benefits.
Payments

Net pay by Direct credit The employee’s after-tax earnings, paid into their bank account by the
employer.

Net pay by Cash The employee’s after-tax earnings, paid as cash-in-hand by the employer.

Net pay by Cheque The employee’s after-tax earnings, paid as a cheque, made out to the
employee, or cheque bearer.

Rounding Rounding occurs when:

e dollars and cents are added to the net pay, as the net pay needs to be rounded up to the
nearest rounding increment.

e dollars and cents are withheld from the net pay, as the net pay needs to be rounded down
to the nearest rounding increment.

Provisions

Annual Leave The Annual Leave accrued each pay period.

Personal Leave The Personal Leave accrued each pay period.

Long Service Leave The Long Service Leave accrued each pay period.

Each leave type has a Track Provisions check box next to it. Ticking these boxes means that the
that the necessary GL journals are generated when leave of the corresponding type is taken by an
employee.

NOTE: Accruals to the Leave provision accounts will only be maintained for employees

whose Leave Groups use the “Hours” method. If employees are set to the “Calendar”
method, or if they have no Leave Group assigned, leave will be expensed directly.
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Leave Management Setup

The Leave Management Setup section of the Setup Payroll window (see page 21) covers all types
of leave, and deals with costing implications, units of measurement, entitlement dates, accrual
calculations, and many other aspects which should be considered carefully before pays are run.
Leave settings are divided across the following sub-sections:

e Annual leave (see page 32)

e Personal leave (see page 33)

e Long service leave (see page 34)
e Unpaid leave (see page 34)

NOTE: This topic describes the standard leave entitlement management functions. MYOB
Exo Payroll includes a new, enhanced leave entitlement management system. Updating to

the new leave entitlement management system is a major process and cannot be reversed;
for this reason, the new system is not active by default. If you would like to learn more about
the new leave entitlement features and how to activate them, contact your Business Partner.

Annual leave

Annual leave
Company setup
Employee defaults setup [ Use comparny annivarsany data as annual leave entifement data
General ledger setup :
Leave management seiup Campanmy annivarsans deta: I

Leave loading teocfres threshold: 32000 [wahd for penods pror to Py 2012412 only)

Personal leave
2 = Annual leanve defaull cost cenire; |

Long sendce leave

Uialcll s ¥ Fay perod valuation method
Other sefup
Payment setup
Single Touch Payroll sefup
Save: F10 = Euit: E
Superannuation sefup @ S |_E bl |

o Listvigw T Traeview

NOTE: Actual annual leave information is set up on the Leave Entitlements tab of the

Employee Maintenance window.

Use company anniversary date as annual leave entitlement date If you use an entitlement date
based on the employee’s start date, leave this box blank; otherwise tick the box and enter a date
representing when the next global rollover/annual leave payout will occur across your company.

Leave loading tax-free threshold In some states the first $320 of leave loading (paid to
employees) in the financial year is not liable for PAYG; enter such an amount here if this rule
applies to your company. You will also need to turn on the Entitled to Leave Loading at... % (see
page 92) option for any employees to whom this applies.

NOTE: This setting only applies to pay periods prior to the 2012-2013 financial year; for

periods after 1 July 2012, this setting is not used.
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Annual leave default cost centre Usually, this field would be left blank, meaning that the costing
for this payment defaults to the employee’s default Cost Centre code. However, you may want to
cost all payments of this leave type to a specific Cost Centre and in turn a specific General Ledger
code, so that this type of payment appears as a discrete expenditure item on the General Ledger
report, and is not allocated to an employee or department as such. If that is the case, enter a
global Cost Centre here in order to cost all payments of this leave type to one Cost Centre.

Pay period valuation method If you want to value your Annual Leave based on the 4/52 (4-week)
equivalent rule, it is recommended that this option be turned on. This will fix the Days Paid
accumulator to 5 for each pay week, as derived from the Standard Pay, resulting in 260 days
accumulated at the end of the holiday pay year. The employee’s total holiday entitlement will then
become 20/260 at the end of the holiday pay year — in other words the equivalent of 4/52.

Personal leave

These options govern the personal leave allocation that is given, should an employee’s situation
require a paid absence from work.

to= | Setup Payroll B

Ferszonal Leawve

Company selup
Employee defaults setup Calculate personal lesve entilemant as: | Accruing 'I amaunt,

General ledger setup
Leave management sefup Sick leave defoult cost centra: _I
Annual leave

Carer's leave default cost cantre: _I

Long sendce leave I™ Use company anniversary date as personal leave entitiement date

Unpaid leave Carnparn. anniversan dale I

Cther setup

Payment setup

Single Touch Payroll setup ' .
Save: F10 = Euit:E
Superannuation setup E_‘ﬁ L I E e |

o Listview " Treeview

NOTE: Actual personal leave information is set up on the Leave Entitlements tab of the

Employee Maintenance window.

Calculate personal leave entitlement as Select one of the following options:

e Accruing amount - the entitlement increases as time goes by. For example, if your annual
entitlement is 80 hours, at the six-month point your accrual entitlement will be 40 hours.

e Lump Sum amount - employees only get the entitlement when the entitlement date is
reached, in other words they cannot take leave in advance of the entitlement date. For
example, if your annual entitlement is 80 hours, at the six-month point your outstanding
entitlement will be 0 hours. After twelve months your entitlement will be 80 hours.
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Sick leave default cost centre Usually, this field would be left blank, meaning that the costing for
this payment defaults to the employee’s default Cost Centre code. However, you may want to cost
all payments of this leave type to a specific Cost Centre and in turn a specific General Ledger code,
so that this type of payment appears as a discrete expenditure item on the general ledger report,
and is not allocated to an employee or department as such. If that is the case, enter a global Cost
Centre here in order to cost all payments of this leave type to one Cost Centre code.

Carer’s leave default cost centre Usually, this field would be left blank, meaning that the costing
for this payment defaults to the employee’s default Cost Centre code. However, you may want to
cost all payments of this leave type to a specific Cost Centre and in turn a specific General Ledger
code, so that this type of payment appears as a discrete expenditure item on the general ledger
report, and is not allocated to an employee or department as such. If that is the case, enter a
global Cost Centre here in order to cost all payments of this leave type to one Cost Centre code.

Use company anniversary date as personal leave entitlement date If you use an entitlement date
based on the employee’s start date, leave this box blank; otherwise enter a date representing
when the next global rollover/personal leave entitlement will occur across your company.

Long service leave

These options govern the leave that is allocated as a reward for extended, continuous length of
service to an employer, over several years.

e Setup Payroll [ E2

L—_

Long senice leave

Company selup

Employee defaults setup Long serica leave delault cost cantre: J

General ledger setup
Leave management setup

Annual leave

Personal leave

Long sendce leave

Unpaid leasve

Cther setup

Payment setup

Simgle Touch Payroll setup -
Save: F10 = Euit:E
Superannuation setup E_‘E L I E e |

o Listview " Treeview

NOTE: Actual long service leave information is set up on the Leave Entitlements tab of the

Employee Maintenance window.

Long service leave default cost centre Usually, this field would be left blank, meaning that the
costing for this payment defaults to the employee’s default cost centre code. However, you may
want to cost all payments of this leave type to a specific cost centre and in turn a specific general
ledger code, so that this type of payment appears as a discrete expenditure item on the general
ledger report, and is not allocated to an employee or department as such. If that is the case, enter
a global Cost Centre here in order to cost all payments of this leave type to one Cost Centre code.
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Unpaid leave

This section governs unpaid leave taken by employees.

— -
to= | Setup Payroll =3
Lnpaid leawve
Company setup
Employae defaults setup : : Ii
TerEe Cir i Unpaid leave default cost centre; _I
Leave management setup

Annual leave ™ Unpaid leave hours to reduce hours paid for salaried employees
Personal leave
Long sendce leave

Unpaid lesve

Cther setup

Payment setup
Simgle Touch Payroll setup
Superannuation setup

o Listview  © Treeview

iﬁ Save: F10 |E Eait: Eoc |

Unpaid leave default cost centre Enter a global Cost Centre to which all payments of this leave
type will be costed. If this value is left at zero, the payments will instead be costed each
employee’s default Cost Centre.

Unpaid leave hours to reduce hours paid for salaried employees [f this option is ticked, then when
salaried employees take Unpaid Leave, their Hour Paid will be reduced accordingly.
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Other Setup

The Other Setup section of the Setup Payroll window (see page 21) contains additional settings
that affect the operation of MYOB Exo Payroll. There are also options to enable certain advanced

features, which would otherwise remain concealed. Settings are divided across the following sub-
sections:

o Other (see page 36)

e Pay period status (see page 38)
e Payroll tax (see page 38)

e Wages (see page 40)

e Payslip (see page 41)
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Other

Import time transactions Selecting this option allows you to import a time attendance file (see
page 174) from an outside time and attendance software program. This program, such as MYOB
Exo Time and Attendance or MYOB Exo Business, combined with an electronic time clock creates

a file that then loads all employee hours and what allowances they are entitled to for that pay
period.

If this options is selected, you must specify the format of the import file that will be created by the
time and attendance program - choose between DBF, ASCIl and CSV formats.

NOTE: If you are going to import time transactions from MYOB Exo Business, this option

must be enabled, and the CSV format must be selected.

File Location If the Import time transactions option is selected, you must specify the location
where the import files are stored.

NOTE: Import files can also be placed in the root install directory (usually C:\Payrollv).
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Reduce salary when importing leave transactions Specify how the system should behave with
regard to reducing salary (see page 131) when importing leave via the import time transactions
function:

e Always reduce salary.
e Never reduce salary.
e Display a prompt to the user, asking if they want to reduce salary.

MyStaffinfo import into Payroll These properties are only available if the MYOB MyStaffinfo
product (see page 180) is installed. When importing leave requests from MyStaffinfo, specify how
the system should behave with regard to reducing salary (see page 131):

e Always reduce salary.
e Never reduce salary.
e Display a prompt to the user, asking if they want to reduce salary.

Two properties are available: one to specify behaviour for imported leave requests, and one for
imported timesheet leave requests, i.e. timesheet transactions where the Type is “Leave”.

Rapid Load Pay Selecting this option enables the Rapid Load Pay (see page 176) module in the
Pay menu. Rapid loading is a method of entering pay period details that vary pay-period-by-pay-
period. It allows for speed loading of transactions that go into making up employees’ pay rather
than copying the standard pay into the current pay.

4 or 5 weeks salary in month Selecting this option will enable you to pay salaried employees as a
4 or 5 week month. When you create a monthly pay with this option selected, the Create Pay
window (see page 120) will ask you how many weeks are in this pay month.

If you use this option, when you load the standard pay for monthly salaried employees you must
divide their annual salary by 52, and enter this amount (the Payroll will multiply this amount by
either 4 or 5, as per your specifications). You should also never alter the tax rate, as the Payroll
calculates it correctly and if you make any changes you are in danger of understating an
employee’s yearly earnings, so that the employee would be underpaying their PAYG for the year.

No warning when pay casual employees When paying a casual employee, Exo Payroll shows a
warning message stating that the employee is a casual employee and asking you to confirm that
you want to pay them this pay period. This warning can become unnecessary if you are paying
casual employees regularly or paying a large number of casuals. Selecting this option means that
this warning message no longer appears.

Financial year lockdown date To prevent users from creating pays in previous financial years,
either by mistake or deliberately, you can enter a date in this field. The system will not allow you to
create any pays prior to this date.
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Pay period status

The fields in this sub-section are automatically derived from payroll activity. This involves current
pay period dates for all of your pay frequencies, and their corresponding pay numbers. Every time
you open a new pay period it is given a new number, starting at 1 and increasing. This window
also shows if the pay period is still open or has been updated.

£r-) Setup Payrall =
Company setup Faw peniod siatus
Employee defaults setup Diate Pay Mum  Status
General ledger selup Weaekhs 160772017 Open Fa
Leave management seiup e EI P ¥

Payelip

FPayment setup

Single Touch Payroll sefup
Save :F10 =+ Euil:E
Superannuation setup % e | E & |

& Listview T Tree view

You are unable to match pay numbers to pay weeks, as this is unnecessary when you are able to
report on any given date period and for any given pay number.

Payroll tax
Payroll tax is a tax charged by the State Government, calculated on the payroll size of a business.

NOTE: Exo Payroll is programmed with the latest rates and thresholds for each state. If
necessary, you can override the rate and threshold on the Employer details (see page 23)

section of the Setup Payroll window.
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Payment setup
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Group Member If the company is a member of a Payroll Tax Group, you need to set up the
contributions paid in each state. Tick the option for each state in which there is a group member.

Designated Member If this company is the designated member, tick the option(s) for the state(s) in
which the company is the designated member.

Group Contributions In order for the system to correctly calculate the group payroll tax, you must
enter the group contributions for each group member every month. Click the Edit button. The
following window appears:

- 1

# Payroll Tax Group Contributions - M5W E@
otate: l—_| Year: I—D:| hornith: | J
otate Wages: 0.o0 Interstate Wages: 0.o0
ear bonth otate Wages Interstate Wages J

£
[= Eai

(S Edit | iy save

x Cancel

@ Delete

The grid lists all the group contributions have you entered into the system. To enter a new
contribution:

1. Click the Add button.

2. The State field will default to the state for which you are entering group contributions.
3. Inthe Year field, select the year for which you are entering group contributions.
4

From the Month dropdown list, select the month for which you are entering group
contributions.

5. In the State Wages field, enter the total wages paid by other group members in the same
state. You should exclude contributions paid by this company in the state as the system will
automatically calculated it from the pays entered into the system.

6. Inthe Interstate Wages field, enter the total wages paid by group members in other states.
7. Click the Save button.

You must repeat these steps every month to enter the group contributions. The system requires
this information to correctly calculate group payroll tax.
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Estimated Threshold Payroll tax applies to companies earning above an annual wage threshold,
which differs by state. Exo Payroll stores the current thresholds for all states and applies them
when generating Payroll Tax reports. You can use these fields to override the threshold for each
state if necessary; the overridden threshold will be used on Payroll Tax reports. If the Estimated
Threshold is set to 0.00, the default threshold will be used.

Use employee default cost centre in Payroll Tax reports If this option is ticked, the Payroll Tax
reports (see page 191) will determine the state that earnings apply to by using the Cost Centre (see
page 78) of the related employee. If it is not ticked, the reports will use the Cost Centre on the
earnings themselves.

Wages

Wages are paid to non-salaried employees, at a set rate per hour, multiplied by the Pay Rate
Multiplier that is defined in the Payment Setup (see page 41) section.
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Cther setup
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Do not copy wages from standard pay Selecting this option means that when you create the
Current Pay (see page 120), the wage lines in an employee’s Standard Pay (see page 99) will not
be copied into the Current Pay. (Everything else will, just not the contents of the Wages window
(see page 100).) This is to ensure that you do not double up wage/hours information from the
Standard Pay with wages from some outside source such as MYOB Remote or Timesheet.

Do not copy wages for Exo Time and Attendance employees Selecting this option means that
when you create the Current Pay (see page 120), the wage lines in an employee’s Standard Pay
(see page 99) will not be copied into the Current Pay if they have been tagged as a Time and
Attendance employee. (Everything else will, just not the contents of the Wages tab (see page 100).)
This is only to be switched on if you are entering current pay information via MYOB Exo Time and
Attendance. It is to ensure that you do not double up wage/hours information with what may be
in the employee’s Standard Pay.
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Do not copy wages for Rapid employees Selecting this option means that when you create the
Current Pay (see page 120), the wage lines in an employee’s Standard Pay (see page 99) will not
be copied into the Current Pay. (Everything else will, just not the contents of the Wages window
(see page 100).) This should only be selected if you are entering current pay information via Rapid
Loading (see page 176) or an electronic time clock. It is to ensure that you do not double up
wage/hours information with what may be in the employee’s Standard Pay.

Cannot change current pay rate Selecting this option means that after creating your Current Pay,
you are unable to change an employee’s hourly rate when editing that Current Pay. This is to be
used as a safeguard against an error being made in a Current Pay and someone accidentally
changing an employee’s hourly rate and processing the pay without noticing the error has been
made. If there may be a reason to change an hourly rate while you are doing a Current Pay then
leave this option off.

Payslip
This section lets you enable, set up and edit the custom payslip (see page 205).
to= | Setup Payroll B
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Payment Setup

The Payment Setup section of the Setup Payroll window (see page 21) enables you to define how
the payroll expenditure is paid and costed. Settings are divided across the following sub-sections:

e Cost centre structure (see page 42)

e Pay rate multipliers (see page 43)

e Pay item liabilities (see page 46)

e Payment structure (see page 46)

e Hourly rate (see page 47)

e Termination payments (see page 48)

Cost centre structure

This section determines the overall structure of the field sizes and number of sub-groups for Cost
Centres generally - it is not for setting up the Cost Centres themselves (this is done in Step Six of
the Payroll Setup Cycle (see page 78)). The Cost Centre structure is based on a 12-digit number
broken down into separate levels. The 12-digit number can be divided into up to 4 separate levels
with any number of digits in each level, as long as the total number of digits does not exceed 12.
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For example, the total cost centre number of 12 digits could be set up as:
Code Name Length

Code1 Area 2 digits (Up to 99 different)

Code2 Labtype 3digits (Up to 999 different)

Code3 Jobtype 3digits (Up to 999 different)

Code4 Job no. 4 digits  (Up to 9999 different)
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For this 12-digit number the code/level breaks would look like this:

99 /999 /999 / 9999

So the number 100010505645 could mean this when broken down into its particular levels:
10 / 001/ 050 / 5645 meaning Area code 10 = Sydney

10 / 001 / 050 / 5645 meaning Lab type 001 = Microbiology

10 / 001/ 050 / 5645 meaning Job type 050 = Cosmetics

10 / 001/ 050 / 5645 meaning Job no 5645 = J/N 5645

TIP: You can set up names (see page 231) for the supported codes in each part of the
structure by selecting Costing > Cost Centre Structure Names from the Maintenance menu.

This is how you specify that Area code 10 stands for Sydney and Lab type 001 stands for
Microbiology, etc.

A cost centre can be as complex or as simple as required - it all depends on your particular
analysis needs. If you have any further questions, call the MYOB Employer Services Support Team
for advice.

To set up the structure for your company’s cost centres, type in the description for a code, then
type in the length of the number (in digits). Repeat for all four codes.

Mixed proportional costing Selecting this option activates the ability to have both proportional
costing and direct costing in the same pay. With direct costing, a value is directed straight to a Cost
Centre; however, with proportional costing, the values are valued to Cost Centres by either a
percentage or the number of hours worked.

Payments that would otherwise be proportionally costed can be direct costed in the transaction
itself, by ticking the relevant Direct Cost checkbox(es) on an employee’s Leave Entitlements tab.

If mixed proportional costing is switched off (the default) then any cost valued to a Cost Centre
directly is overridden by any proportional costing that has been set up for the individual employee.
With mixed proportional costing switched on, any values costed to Cost Centres directly are
costed to the appropriate Cost Centres, and the balance value is then proportionally costed by
either percentages or by hours worked. You should only turn on mixed proportional costing if you
are really sure it is appropriate. If your company has no special requirements regarding mixed
proportional costing then leave this option off.

Pay rate multipliers

The dollar value obtained from a wage line equates to:

employee’s hours x the employee’s hourly rate x the Pay Rate Multiplier

For example, where an employee is paid $15 per hour:

37.5 Ordinary hours at an Ordinary Pay Rate = 37.50 x (15.00 x 1.00) = 37.50 x 15 = $562.50
3.5 Overtime hours at a Time & Half Rate = 3.50 x (15.00 x 1.50) = 3.5 x $22.50 = $78.75

An employee may have up to nine hourly wage rates (see page 105). A wage rate can be
combined with any multiplier. You may define an unlimited number of multipliers.
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The standard hourly rate should be considered as having a multiplier of 1. In most cases the

default multipliers

will be sufficient:

Name Multiplier

Ordinary 1.00
Time & Half 1.50
Double Time 2.00

You can add an unlimited number of Pay rate multipliers. Click on the Add button in order to add
a new code and rate.

P
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Code Enter the new code, or enter the code of any existing undefined multiplier.
Name Enter a descriptive name for this pay rate multiplier, e.g. Night Shift.

Multiplier Enter the number by which the employee’s hourly rate is to multiplied, 1 for Ordinary, 2
for Double, 3 for Triple, etc.

Auto load wage lines To ensure that all new waged employees have a pay rate multiplier loaded
in their Standard Pay, these can be auto loaded. If this option is enabled, it will automatically place
the appropriate wage line in the Wages window (see page 100) of employees’ Standard Pay. It will
not allot any hours, only the ability to pay an employee this pay rate multiplier. This will save time
when entering an employee’s Standard Pay as you will have no need to load wage lines manually.
It will also load the same lines into a waged employee’s Wages window when entering a One-Off
Pay (see page 166).

NOTE: The auto load option does not affect the Wage windows for employees who have

already been added. It will only apply to employees who are added after auto load is
enabled.

Include in Hours Paid [f the system is set up to accrue leave based on the employee’s actual hours
of work, you must specify the hours that should be taken into account for this calculation. By
selecting this option, any hours paid against this pay rate multiplier will be included in the
calculation.

Liabilities Certain pay rate multipliers have an effect on other payment items, e.g. hours paid at
ordinary time rates are liable for Superannuation, whereas hours paid at overtime rates are not.
Clicking this button opens a window that lets you select the pay items this pay rate multiplier is
liable for.

© Payment Liabilities
Add Wages 1o gross liable for:

W iAnnual Leave I Superannuation
I” Personal Leave I™ Payrall Tax
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Setting up MYOB Exo Payroll

Certain pay items have an effect on other payment items, e.g. Salaries and Annual Leave are liable
for Superannuation, WorkCover levies and Payroll Tax, whereas Leave Loading paid on
termination is not liable for Superannuation.
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This sub-section lets you select the pay items that each payment is liable for.
Payment structure
This sub-section deals with rounding conditions and bank-note distribution.
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Round Rounding of pays is an option that is generally used only if you pay employees in whole or
part by cash. In these cases, you may want to set a rounding rule, to be applied to the employees’
net pay calculation. Select one of the following:

e None - If pay rounding is set to None, the Payroll will automatically round cash pays only,
to the nearest 5¢. Pay rounding is tracked on the Other tab (see page 95) of the Edit
Employee window.

e All Pays - round all of the pays: cash, cheque, and direct credits.

e Cash Pays - round the cash portion of the pays only.

The Priority options relate to the values that are paid out when the employee does not work their
regular hours during the pay period.

Cash Priority Setting this value to 1 will result in fixed dollar cash payments being paid out in
preference to cheque payments (with a value of 2 or greater), if there are insufficient funds to
meet both fixed dollar payments. Ticking the Part Payment box will result in fixed dollar cash
payments being partially paid out if the sufficient funds are enough to pay out only part of the
fixed dollar amount.

Cheque Priority Setting this value to 1 will result in fixed dollar cheque payments being paid out in
preference to cash payments (with a value of 2 or greater), if there are insufficient funds to meet
both fixed dollar payments. Ticking the Part Payment box will result in fixed dollar cheque
payments being partially paid out if the sufficient funds are enough to pay out only part of the
fixed dollar amount.

If you select “All Pays” or “Cash Pays”, you must specify a rounding increment. You can round to
the nearest 5¢, $1, $2, or $5.

If you pay cash, you are able to select the Minimum and Maximum of each dollar denomination
from $5 to $100. If, for example, you want at least 2 $5 dollar bills, 3 $50 dollar bills and no $100
dollar bills in every pay, enter 2 in the $5 dollar column of the Minimum line, 3 in the $50 dollar

column of the Maximum line, and a 0 in the $100 dollar column of the Maximum line.

Hourly rate
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Multiple wage hourly rates Selecting this option allows you to define up to nine different Hourly
Rates (see page 105) for any individual employee. If this option is not selected, employees can only
have a single hourly rate defined.

Enter names for each of the Hourly Rates defined in the system, as they will appear on the
Add/Edit Wage window (see page 101). By default, rates are named “Rate 1", “Rate 2", etc - this
sub-section allows you to give them more user-friendly names.

Termination payments
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The values on this tab are used to calculate the tax free limit for employee termination payments
(ETPs) on the Termination Wizard (see page 149).

48



MYOB EXO Payroll
Single Touch Payroll Setup

The Single Touch Payroll Setup section of the Setup Payroll window (see page 21) lets you set up
the system for sending pay run data to the ATO (see page 276). Settings are divided across the
following sub-sections:

General (see page 49)

Payer (see page 49)
Intermediary (see page 50)
Software Identifier (see page 51)

General

_ General
Company setup
Employee defaults setup ¥ Enable Single Touch Fayroll
General ledger setup
Leave management setup STP file output location: | C:\PAYROL~1\Single Touch Payrall\ []
Other sefup
Paymant setup
Single Touch Payroll setup [ Auto submit STP pay event data to ATO after every pay update
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Payer
Intermediary

Softwara ldentifier

Superannuation sefup @ Save:F10 |E Euit : Esc |

o Listvigw T Traeview

Enable Single Touch Payroll Tick this box to enable the Single Touch Payroll system.

NOTE: This enables the Single Touch Payroll features in Exo Payroll, but before you can
submit information to the ATO via STP you must complete all configuration on the other

sub-sections and authorise MYOB to make submissions on your behalf (see page 276).

STP file output location Specify the location where Single Touch Payroll output files should be
created.

NOTE: STP files will be backed up as part of a company backup if they are output to the

default location. If you change this location from its default, STP files will not be included in
backups - you must ensure that they are backed up independently.

Auto submit STP pay event data to ATO after every pay update |If this option is ticked, the STP
submission process will be triggered each time a pay is updated. If it is not ticked, you must
manually submit pay data using the Single Touch Payroll window (see page 161).
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Payer

This screen is where you enter details of your organisation, which will be included in the
information sent to the ATO via Single Touch Payroll.

Company setup P
sz Company Details
Employee defaults setup o £ |
General ledger setup ABN: | WPN: I
Leave management setup
SHher sehp BMS Identifier: |
Payment setup Organisation Hame: [
Singla Touch Payroll Satu
2 <L B Branch Code; |
Ganaral
Contact Person: | Phone: |
Email: |
Intermediary
Sofware (dentifier PR L |
Address Line 2: |
Suburb/Town | State/Territony: rl
Fostoode: | Country: |
: (g Save:F10 | [ et £ |
Superannuation setup == =
o Listview  © Treeview

Use Company Details Clicking this button copies the ABN, Organisation Name and address details
from the Employer details screen in the Company Setup section (see page 23).

NOTE: Because there is not a one-to-one correspondence between the address details on

the Employer details screen and those on this screen, you should check the details after
clicking Use Company Details, and amend them as necessary.

ABN / WPN Enter your company’s Australian Business Number and/or Withholding Payer
Number (for organisations who have PAYG withholding obligations but do not have an ABN). You
must enter either an ABN or a WPN, but you do not need to enter both.

BMS Identifier This is a unique identifier the Business Management System software you are
using.
Organisation Name The legal name or registered business name of your organisation.

Branch Code If your organisation has been assigned a branch code by the ATO, enter it here;
otherwise enter 1.

Contact Person Enter the name of your organisation’s representative or contact for
correspondence regarding Single Touch Payroll. The phone, email and address fields below this
field should contain the contact details to be used for correspondence regarding Single Touch
Payroll.

NOTE: Normally, the Country field is read-only and set to “Australia”. If the State/Territory

field is set to “OTH”", the Country field becomes editable.
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Intermediary

This screen contains optional settings that apply if your organisation uses an intermediary, e.g. a
tax agency who files on your behalf. If you use an intermediary, enter their details here.

T Setup Payrell =3
Intermedi

Company setup o
Employee defaults sefup Registered Agent
General ledger setup
Leave management Sefup ABN: J
Other setup
SR TRRT Nurrber: |
Si Touch Payroll sat

o Rl N L Y Contact Hame: J
Ganaral

. Email Address: J
Payer
susines Hours Fare: |

Softwara [dentifier

Declaration Signatory: J

S ET T (G save 10| [ wit-Ese |

o Listview  © Treeview

Software Identifier

You must authorise MYOB to submit your pay run data to the ATO via Single Touch Payroll - to
do this, you will need to supply a software ID. This screen lets you retrieve your ID using an online
service.

b Setup Payrall =
—Software [dentifier
Company selup .
Employee defaults setup Bl |83101364747

General ledger setup
Leave management setup
Other setup

Payment setup

Single Touch Payroll setup

Software Licence Number: 1001

Software Identifier: | @

Ganearal Gt Softward ldentiflar

Payer
= . To enable MYOB to submit tax documents on behalf of your company via the STP
Intermediary service, you will need to authorise this with the ATO first. Use the button above to

display your unique Software ID, which you will then need to give to the ATO.

How 1o reqgistar the Software |0 with the ATO

By proceeding to register your software with the ATO, you acknowledge that you have
read and agree to the Terms of Use for Single Touch Payroll.

% Sarws:HIJl [ Esit:Esc |

Superannuation setup

& Listvigw " Trae view
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ABN This detail is taken from the Payer sub-section (see page 49).

Software Licence Number Your licence number with MYOB. This is visible on the Registration
screen, which you can view by clicking Registration on the login screen (see page 1).

Software Identifier This is the ID number that must be supplied to the ATO when authorising

MYOB to submit your pay run data via STP. Click the button to copy the ID number to the
clipboard.

Get Software Identifier Click this button to retrieve your software ID from the online service. The

ID will appear in the Software Identifier field - if an ID cannot be retrieved, an error message will

appear instead. Once you have your software ID, you must contact the ATO and authorise MYOB
to submit data on your behalf (see page 276).

Superannuation Setup

The Superannuation Setup section of the Setup Payroll window (see page 21) contains details
relating to employees’ superannuation payments, including details that must be supplied when
uploading employee details or employee contributions to the SuperStream superannuation
management system. Settings are divided across the following sub-sections:

e Superannuation Guarantee (see page 52)
e Clearing House Service (see page 53)

e SuperStream Sender (see page 55)

e SuperStream Payer (see page 56)

Superannuation Guarantee

t= Setup Payroll £
Sugerannuation
Company setup
Employee defaults sefup W Apphy Superannuetion Guarantee Schemes
General ledger setup
Leave management selup Expected Payment Date {default)
Other setup
Payment setup ¥ Use Super Guaraniee guarterly cul-off dzles
Single Touch Payroll setup -~ =]
S FaIEAGEERR Add | 0 - days aler Physical Pay Data

Superannuation Deductions

Sl A e & Indude in Superannuation Transfer " Include in Direct Credit Transfer

SuperStream Sender

SupearStream Payer

E_ﬁ SawB:F‘IEII E Ewt: Esc |

0+ st vigw " Traeview

Apply superannuation guarantee scheme Selecting this option applies the Superannuation
Guarantee Scheme threshold for all reports. This means that employees who have earned less
than the threshold for the month are not eligible for employer superannuation.
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NOTE: This option only applies to whole months - if you are printing reports for an
incomplete month, the Superannuation Guarantee Scheme threshold is not applied,
regardless of whether this option is selected or not.

NOTE: The Superannuation Guarantee Scheme threshold is determined by the Minimum
Earnings Base set for each Superannuation on the Superannuation maintenance window

(see page 232). The default is $450.

Expected Payment Date (default) Employers are required to report an expected payment date
for superannuation contributions on an employees’ payslips. This date is specified when creating a
Current or One-Off Pay; the settings here determines the default date that will be presented. If
Use Super Guarantee quarterly cut-off dates is selected, the default date will be the cut-off date
for the current quarter:

e Forthe quarter 1 January - 31 March, the date is 28 April

e Forthe quarter 1 April - 30 June, the date is 28 July

e Forthe quarter 1 July - 30 September, the date is 28 October

e Forthe quarter 1 October - 31 December, the date is 28 January

If Add X days after Physical Pay Date is selected, the default date will be calculated by adding the
specified number of days to whatever date is entered for the Physical Pay Date. Enter a number of
days between 0 and 28.

Superannuation Deductions Select whether superannuation deductions should be included in the
Superannuation Transfer (see page 169) or the Direct Credit Transfer (see page 158).

NOTE: If you are using the Pay Superannuation function (see page 171), you should always

select Include in Superannuation Transfer; otherwise superannuation deductions may be
processed twice.

Clearing House Service

Superannuation Cleanng House Service

Company setup

Employze defaults setup SERHCE DEE

General ledger seiup ¥ Lsa MYOB Super Portal

Leave management setup i Use other Superannuation Clearing House service

Oither sefup

Payment setup Service Name: |MYOB Super Fortal

Singla Touch Payroll satup )

Superannuation setup Service website URL: | http://help.myob.com.au/exo/superportal.hitm

Superannuation Guaraniee Employer ID: |
Contribution File Settings
SRS SR S Default layout: |Super5‘tmam Alternative File Format j
SuperSireanm Payer
Default output location: [E:\FﬁmﬂLml'll,Superannunlinn Expart), _l
¥ Include Headers I Include negative values
Other Settings
Pay Superannuation based on: |Ph-,rsi-:a1 Pay Date j

Fay Superannuation start date: |EIHI:I4I2015

| E%sm:ml | |

o Listview  Traeview
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Service Details

This section contains the details of the superannuation clearing house service that you will use to
process superannuation contributions. By default, Exo Payroll uses the MYOB Super Portal service;
if you want to use a different service, select Use other Superannuation Clearing House service and
enter the service’s details below.

NOTE: For information on signing up for MYOB Super Portal, go to the MYOB website.

Service Name Enter the name of the clearing house service you want to use.
Service website URL Enter the URL of the clearing house’s website.

Employer ID When using the QuickSuper service, it may be necessary to specify an employer ID
number for your company - this will have been assigned by QuickSuper.

Contribution File Settings

Default layout This option is enabled when Use other Superannuation Clearing House service is
selected. Select the layout of the output file. You can choose from layouts for the following
services:

e SuperStream Alternative File Format - export data in the Alternative File Format specified
by the SuperStream standard, for submission to a SuperStream certified product.

e QuickSuper - export data in the format used by the QuickSuper SMSF Gateway.

e SuperChoice - export data in the format used by the SuperChoice superannuation
contribution exchange service.

Default output location Select where the file containing superannuation contribution details will
be saved.

Include Headers Tick this box to include header lines in exported files. Some clearing house
services require headers, but some support files without headers.

Include negative values Tick this box if superannuation records with negative values should be
included in export files. The SuperStream standard does not support negative values, but other
clearing house services might.

Other Settings

Pay Superannuation based on Specify whether the Pay Superannuation function (see page 171)
will select pays based on the Pay Period End Date or the Physical Pay Date.

Pay Superannuation start date Select the start date that the Pay Superannuation function (see
page 171) will use when selecting pays to include in a batch.
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SuperStream Sender

— 2
to= | Setup Payroll £

Superstream aliematve file fommeat - Sender details

Company setup

Employee defaults setup Use Company Detais

General ledger seiup

Leave management seiup ABMN: |

Cither setup i

SR TRRT Organication name: |

Single Touch Payroll satup . i

Suparannuation Setup IEHIEEI IR S

Superannuation Guaranies SuMmanie: |

Cleanng House Sandce
First name: |

SuperStrearn Payer Other name: |
Email address: |
Fhone number: |

| f'é&m:ﬁul [ euit:Eec |

o Listview  © Treeview

Use Company Details Clicking this button copies the ABN and Organisation name from the
Employer details screen in the Company Setup section (see page 23).

ABN The company’s unique Australian Business Number, as provided by the Australian Tax
Office.

Organisation name The name of the company sending the SuperStream details.
Contact person’s details

Enter the name, email address and phone number of your organisation’s contact person for
superannuation matters.
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General ledger setup
Leave management setup
Other setup

Payment setup

Single Touch Payroll satup
Superannuation satup

Superannuation Guaranies
Cleanng House Sandce
SuperStream Sender

SuperStream Payar

" Treeview

o Listview

— -
to= | Setup Payroll £
Superstream aliematve file fom et - Fayer details
Company selup
Employee defaults setup Use Company Detais

ABM: |

Organisation name: |

Bank account details:

BESB Mumber:

—

aceount number: |

Account name: |

iﬁ Save: F10 |E Eait: Eoc |

Use Company Details Clicking this button copies the ABN, Organisation name and Account name
from the Employer details screen in the Company Setup section (see page 23).

ABN The company’s unique Australian Business Number, as provided by the Australian Tax

Office.

Organisation name The name of the company sending the SuperStream details.

Bank account details

Enter the details of the bank account that superannuation contributions will be debited from.
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Step Two: Add Allowances

Adding Allowances

5

The Add Allowances window lets you add and edit the allowances to be used when setting up
your Employees. MYOB Exo Payroll comes with several default allowances that you can edit to
make them appropriate to your specific situation, as well as creating new ones. You can also
globally load allowances (see page 63) to all employees. Select Step Two from the Payroll Setup
Cycle (see page 19) and the following window appears:

| Allewance Maintenance 23
Allowance Code; I 1
Allowance Mame: I Bonus [ Can Modity Name
PAYG & Taxabla © Mon-Taxable
Calculation Method: | Fixed Dollar Amount R

Armount: | 0.0000
Fay Rate Muliplier. I
Wage Rate Code: I

Type: IEDHUS & Commissions & Similar Payrments ;]

Cost Centre: [ wm .| NswiBONUS

Maximum MHumber: Ii

STF Reporing Type: | Shove Separataby j PSAR Tepe: Workorelated Expenzes

Single Touch Payroll Cabegurg,a:l B J Oiher- Miscellanzous Allowanceas

I Historical Allovwance
Add o gross liable for -

¥ Superannuation I~ Annual Leave
v Payroll T I~ Personal Leawve
W WWorkCover ™ Long Service Leave
Applias priotto Py 20122013 Applies from By 2012/2013
Periods 10 tax ovar: Addifional payment reletes to; [n number of pay periods EI
Detarming gross eamings from: | this pay j

(£ Load | | KECHE | %Sma:ﬁul e |@nsuam:rs| [ B Exc ||

TIP: The Maintenance menu, which also provides access to Allowance maintenance, can

also be chosen at any time by pressing F2.

When you first enter the Allowance Maintenance window, all the fields are blank with the
exception of the Allowance Code field. This allows you to either enter the code for a new
allowance or enter the code of an existing allowance to edit it. You can also click Find or press F9
to select an existing allowance from a list.

Allowance Code Enter the code number you want to list this allowance as. This number can be up
to 3 digits in length (1-999).

Allowance Name Enter the name of this allowance (up to 20 characters).
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Can Modify Name Switching this option on gives you the ability to modify the name of an
allowance for a particular employee. This means that when the allowance is paid to an employee,
you are able to edit the allowance’s name. The allowance will still be tracked and costed to the
allowance number.

PAYG Select whether or not this new allowance is to be taxable by selecting either the “Taxable”
or the “Non-Taxable” option.

Calculation Method Your allowances can be calculated using a number of methods. Choose
from:

o Fixed Dollar Amount - This means that the allowance is to be a fixed sum, such as a
Clothing Allowance of $30.00 per week. If the amount is to be a varying amount
depending on the employee, then choose this calculation type but do not enter in any
amount in the next field e.g. a fixed dollar amount bonus allowance that is different for
each employee and will be entered when running the pay.

e % of Salary and Wage - This means that the allowance will be calculated as a percentage
of the total gross wage or salary that is being paid to an employee. e.g. an employee has a
salary of $500.00 gross and the allowance is set to pay 5%, then it will automatically pay
$25.00.

e Total Hours - This means that you set the rate to pay an employee and it will automatically
calculate the allowance based on the total number of hours worked. e.g. an employee
works 40 hours normal time and 5 hours overtime and his allowance is for tool money at
10c per hour then this will pay 45 hours x .10c.

e Equivalent Hours - This type is very similar to Total Hours but instead it uses the hours
based on the pay rate used. For example, as above a tool money allowance is .10c per
hour for a 40 normal hours, 5 overtime (time and a half) hours, then it will pay 47.5 hours x
10c,as5x1.5=75.

e Specific Hours - This means that you enter the number of hours to pay this allowance.

e Rated Units - This means that you have either a payment or an item that is valued at a
certain rate per time it is paid. When this allowance is paid, enter the number of units to
pay, e.g. to set a plant cutting at 10c per plant then select this calculation method and set
the rate at .10.

e Hourly Rate - This calculation type will use the hourly rate for an employee and pay the
number of hours that you enter in for that pay period. This is the calculation method you
would choose for Bereavement Leave etc. Remember when paying an allowance using
this method that you need to enter in the pay rate type to be used, e.g. 1 for ordinary
hourly rate, 2 for 1.5x the hourly rate.

e % of Total Gross - This method is a non-taxable method only. This will calculate an amount
based on the total gross pay of the employee.

e Motor Vehicle - The motor vehicle/mileage method of calculating the allowance amount is
the same as the Rated Units method; however the liability for Payroll tax is treated
differently. For example, if in your state, the first 50c of a mileage allowance is not liable for
payroll tax, set up the allowance as follows:

(Motor Vehicle) Rate: 00.75c¢
(Motor Vehicle) Rate Exempt from Payroll Tax: 00.535c

In effect this means that only 21.5¢ in the dollar will be subject to Payroll tax, rather than the
full 75¢ per km.
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e Accommodation - Operates similarly to the Motor Vehicle method. The method of
calculating the allowance amount is the same as the Rated Units method; however the
liability for Payroll tax is treated differently. For example, if in your state, the first $130 of
one night’'s accommodation allowance is not liable for Payroll tax, set up the allowance as
follows:

(Accommodation) Rate: $200.00
(Accommodation) Rate Exempt from Payroll Tax: 130.00

In effect this means that only $70 will be subject to Payroll tax, rather than the full $200 per
night.

Amount/Rate/Percentage Enter the amount or rate that the allowance you are creating is to use.
Remember if the amounts or rates vary from employee to employee then leave this field blank
and enter the particular amount or rate for the employee in their specific Standard
Pay/Allowances window.

Pay Rate Multiplier If you are using the “% of Wage and Salary”, “Total Hours”, “Equivalent Hours”
or “Hourly Rate” calculation methods, this field is used to determine the pay rate multiplier (see
page 43) to use.

Wage Rate Code If you are using the “% of Wage and Salary” or “Hourly Rate” calculation
methods and you have multiple hourly rates enabled (see page 47), you are able to specify which
wage rate code this allowance will use in its calculations. If you do not enter anything into this
field when it is accessible Exo Payroll will calculate using the default of wage rate code 1.

Type Select the type of allowance. Choose from:

e Normal - This is the default used for most Allowances.

e Reimbursement - This is only to be used for non-taxable reimbursements where you are
paying back an employee for expenses they incurred on behalf of the business.

e Withholding Payments - Select this option if you are using the Allowance to pay the GST
component to Contractors.

e Back payment & lump sum arrears - A back payment or lump sum arrears is a retrospective
payment made to an employee, which is determined on the difference between what an
employee was paid and the amount he or she should have been paid. Payments could be
related if the employee was not paid in full for hours work or for overtime, and could also
include the applying of a pay rise to previous periods.

e Bonus & commissions & similar payments - A bonus is usually made to an employee in
recognition of performance or services and may be calculated as a percentage of the
proceeds from a particular business transaction. These payments may not necessarily be
related to a particular period of work.

Commissions are typically payments made as recognition of performance or service, and
may be calculated as a percentage of the proceeds from a particular transaction or series
of transactions.

A payment will be treated as similar to a bonus if it is an amount of a one-off nature which
does not relate to work performed in a particular period. Examples include a once only
payment made to an employee as compensation for a changed work location, an amount
paid as a sign-on bonus to a worker entering a workplace agreement or a one-off
allowance.

e Other additional payments - These are one-off payments that are unlikely to occur again
or do not specifically relate to a particular pay period.

e Paid Parental Leave - This is for Allowances that are used to pay an employee Paid
Parental Leave (see page 259).
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e ETP - This type is only available for Non-Taxable Allowances. It is intended for Employment
Termination Payments (ETPs), as it allows certain liabilities to be set. Allowances of this type
are excluded from the Individual Non-Business Payment Summary.

NOTE: The ATO specifies two calculation methods for calculating withholding on back
payments, lump sum arrears, bonus and similar payments, commissions and other additional
payments: Method A and Method B. MYOB Exo Payroll uses Method A, which calculates

withholding by apportioning additional payments made in the current pay period over the
number of pay periods in a year, and applying that average amount to the gross earnings in
the current pay period.

Cost Centre The Cost Centre for each Allowance will automatically default to the employee’s own
default Cost Centre (see page 82), which is the one you place against an employee when you add
them to the Payroll. If you want to cost an allowance to a different Cost Centre, type in the Cost
Centre number that you want this allowance to be costed to. Remember that this will override any
employees’ default Cost Centre.

Maximum Number To give better control over the payment of certain allowances, the Maximum
Number feature sets the maximum number of times that the allowance is permitted to be paid in
one entry. If you set this number, then any time you try to pay more than the allowed maximum
an error box will appear. This means that if you set the maximum number for meal money to 7,
you would not be able to pay more than seven meal moneys at one time.

Payment Summary Type Certain payments are paid as an allowance, so they can be tracked
separately from the Gross Payments section on the Payment Summary. The type that you set here
affects if and where the allowance will show on the PAYG Payment Summary. Choose from:

¢ None - Some payments belong in the Gross field of the Payment Summary Allowance
Type along with the normal wages and salary. They include Allowances to compensate for
specific working conditions and payments for special qualifications or extended hours. For
example, normal home to work transport expenses, annual leave or bonuses, amounts
paid for unused long service leave, unused annual leave and other leave related payments
that have accrued after 17 August 1993, except if the amount was paid because the payee
ceased employment under an approved early retirement scheme, invalidity or bona fide
redundancy (see notes on Lump Sum Payments below).

This does not include amounts that are shown separately as CDEP salary or wages,
Allowances, Lump sum payments, return to work payments or amounts shown at the
“Other income” field.

To completely exclude a payment from the PAYG Payment Summary, set the Allowance to
“Non-Taxable” and set the Allowance Type to “None”.

e Work Related Expenses - Such as tool allowances and motor vehicle allowances, including
car expense payments on a cents per kilometre basis.

e CDEP Salary or Wages - This is the amount of salary or wages you have paid to the payee
from a Community Development Employment Project wages grant.

e Lump Sum Payment A - Unused long service leave that has accrued after 15 August 1978,
but before the 18th of August 1993. Unused annual leave and other leave related payments
that accrued before 18 August 1993. Unused long service leave, unused annual leave and
other leave related payments that have accrued after 15 August 1978 if the amount was
paid because the payee ceased employment under an approved early retirement scheme,
because of invalidity or because of a bona fide redundancy.

e Lump Sum Payment B - Amounts paid for unused long service leave that have accrued
before 16 August 1978.

e Lump Sum Payment D - The tax free component of a bona fide redundancy payment or an
approved early retirement scheme payment.
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e Lump Sum Payment E - Amounts paid for back payment of salary and wages, which have
accrued more than 12 months ago. Also, any return to work payments.

e Exempt Foreign Emp Income - The Allowance is Exempt Foreign Employment Income
(EFEI), which is non-taxable, but is reported via Single Touch Payroll. Information on what
sorts of foreign income are exempt is available at the ATO website.

e Other Income - Any amounts that are exempt income and/or foreign source salary and
wage income. These amounts should not be included in the Gross payments on the
Payment Summary Allowance Type.

NOTE: The “Other Income” payment summary type has been phased out - for the 09/10
financial year and later, any Allowances set to “Other Income” will be treated as if they were

set to “None”. To keep your records tidy, you may want to change any “Other Income”
Allowances to “None”; however, this should not be done until after you have generated the
Individual Non-Business payment summaries and/or PSAR file for the 2008/09 year.

STP Reporting Type This replaces the Payment Summary Type dropdown when Single Touch
Payroll (see page 276) is enabled. Choose from:

¢ Include in Gross Payments - The Allowance will be included in employees’ gross income
amounts. Equivalent to the “None” Payment Summary type.

e Show Separately - Equivalent to the “Work Related Expenses” Payment Summary type.
When this option is selected, amounts for the Allowance will not be included in gross
income, but will be broken out into categories (see page 243). Specify the category for this
Allowance using the Single Touch Payroll Category field.

e CDEP Payments - Equivalent to the “CDEP Salary or Wages” Payment Summary type.

e Lump Sum Payment A - Equivalent to the “Lump Sum Payment A" Payment Summary type.

e Lump Sum Payment B - Equivalent to the “Lump Sum Payment B” Payment Summary type.

e Lump Sum Payment D - Equivalent to the “Lump Sum Payment D" Payment Summary
type.

e Lump Sum Payment E - Equivalent to the “Lump Sum Payment E” Payment Summary type.

e Non Reportable - Equivalent to the “Other Payments” Payment Summary type.

e Exempt Foreign Employment Income - Equivalent to the “Exempt Foreign Emp Income”
Payment Summary type.

NOTE: The Payment Summary equivalent of the selected type is displayed next to the STP

Reporting Type dropdown.

Single Touch Payroll Category When “Show Separately” is selected for the STP Reporting Type,
you must specify the category that the Allowance should be reported under when sending pay
information to the ATO. Categories can be added and edited on the Allowance Categories
window (see page 243).

Override Tax Rate A taxable allowance will automatically be added to an employee’s gross pay
and taxed as such. If you want this allowance to be taxed at a different tax rate, type in the tax rate
(as a percentage) that you want this allowance to be taxed at.

NOTE: For Allowances where the Type is set to “Bonus & commissions & similar payments”,

this field only applies to pays prior to the 2012 - 2013 financial year.

Rate Exempt for Payroll Tax When the Calculation Method is set to “Motor Vehicle” or
“Accommodation”, enter the amount of the allowance that is not subject to Payroll tax. (See the
description of the Calculation Method property for setup examples.)
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Historical Allowance Over a long period of time, you may find that some allowance codes are no
longer required. To avoid having to scroll through long lists of unnecessary codes, you can hide
obsolete codes from the code lookup screens by marking the codes as historical. You cannot mark
an allowance as historical if it is currently included in employees’ Standard or Current Pays. You
may reverse the historical setting at any time, making the code current again.

NOTE: There is an exception to the rule above: you can mark an allowance as historical if the
only employees it is associated with are terminated employees; however if a terminated

employee is reinstated, any historical records associated with them will be reactivated, i.e.
the Historical Allowance option will become disabled.

Withholding Tax Rate When the Type is set to “Withholding Payment”, enter the rate at which
GST is calculated.

Include in Hours Paid When the Calculation Method is set to “Rated Units” or “Hourly Rate”,
selecting this option adds the allowance units to the total hours paid, which has an effect on leave
or RDO calculations.

Add to gross liable for

Certain Allowances have an effect on other payment items, e.g. shift allowances are liable for
Superannuation, whereas reimbursements are not. The options in this section let you select which
of the following pay items this Allowance is liable for:

e Superannuation

e Payroll Tax

e  WorkCover

e Annual Leave

e Personal Leave

e Long Service Leave

NOTE: When “ETP” is selected for the Type, only the Superannuation, Payroll Tax and

WorkCover options are available.

Properties that apply prior to the 2012 - 2013 financial year

Periods to Tax Over When the Type is set to “Bonus & commissions & similar payments”, enter the
number of periods over which the bonus should be taxed. Because this value may differ every
time you pay the bonus, this field should usually be left blank. This will allow you to change it
when you pay the Bonus to the employee.

Properties that apply to the 2012 - 2013 financial year and later

The following properties are available when the Type is set to “Back payment and lump sum
arrears”, “Bonus & commissions & similar payments” or “Other additional payments”. They apply
only to pays in the 2012 - 2013 financial year and later.

Additional payment relates to Select whether this Allowance payment relates to a single pay
period or a number of pay periods.

Determine gross earnings from This property is available when the Additional payment relates to
property is set to “a number of pay periods”. In this case, specify how the gross earnings should be
calculated for taxation. Choose from:

e this pay - gross earnings are determined from the gross earnings (salary/wages, taxable
allowances, additional payments) in the Current or One Off Pay.

e average gross taxable YTD - gross earnings are determined by averaging the gross taxable
earning for the financial year to date over the number of pays received.
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Loading Allowances

The Load button on the Allowances Maintenance window (see page 57) activates the Global
Loading function, which gives you the ability to load an allowance into the Standard or Current
Pay of all employees, or a selected group of employees. For example, at Christmas you want to
pay your 150 waged employees a $50.00 bonus. Instead of loading this bonus 150 times, you are
able to do it by selecting the employees and the type of pay required and initiating a global load
to them all at one time.

NOTE: Video Help is available for this topic on the Exo Employer Services Education Centre.

P

2 Global Loading £Z

Employvees: Depatments:

Al

" Salary Employees " Selected

" "Wage Employees

Frequency;
* Standard
" Current

" One Off
Frequency: |Weekly J

E% Save: F10 | E Euxit: Esc

To globally load a particular allowance to a group of employees:

1. Choose the pay type for the employee range. You can choose all employees, salaried
employees or waged employees.

2. Choose the departments required. You can choose either all departments or a particular
department. For a selected department, type in the number of the department in the field
that appears.

3. Select the type of pay that this allowance is to be loaded into: the employees’ Standard
Pay (see page 99), the Current Pay (see page 120) or a One-Off Pay (see page 166). If a
Current Pay is chosen, the pay frequency must also be selected.

4. Once all the selections are as required for this global load, press F10 or click Save. This will
load the allowance in to the Allowances window according to your choices. To cancel the
global load, press esc or click Exit.
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Step Three: Add Non-Cash Benefits

X

The Non-Cash Benefits Setup window allows you to add and track extra items that belong in an
Employee’s salary package such as fringe benefits or salary sacrifice (other than to
superannuation), without affecting the employee’s gross pay. Select Step Three from the Payroll
Setup Cycle (see page 19) and the following window appears:

o

2= Mon-Cash Benefits Setup £3
Superannuation Providers Non-Cash Benefits
Set up any Superannuation Set up any Mon-Cash Benefis
Providers associated with received by your staff

Mon-Cash Benefits and/or

vour staff
= -
2 X

E Exit: Esc

The setup process has two stages:

e Superannuation Providers (see page 64)
e Non-Cash Benefits (see page 68)

Once you have made additions and alterations to each window as necessary, click Exit or press
ESC to return to the Setup Cycle.
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Superannuation Providers

The Superannuation Providers section of the Non-Cash Benefits window (see page 64) allows you
to specify who will be providing any superannuation schemes (in the form of Non-Cash Benefits).

B s e |
— Provider Details
Coe: [ 1 ATDSuperFundlockn |
Fund Type: " APRA & SMSF © Other
Fegiztered MNama: |Indu~3u'_\,l Fund Superannuaion
Fund Marne: [
ABM: [5a007071 6195
Bequired for APRA funds

Unigue Superanauation D

Employer Membership Mumber f FER: |

Hequi SMSF fu
BSE Mumhber 546 | 7&7
Account Mumkber: 000056737
Account Marne: |":S FUMDLIMITED
Elecironic Sarvice Address: [srmstdatallow J
Contact Details Other Details
Account: |Indu3tr:.l5uper Feymeant Method: | Cilhizr ﬂ
PeymenCustomer
Contact Marne: [Jerzmy hnzon el e |
FroviderWebsite:  [warindustnfunds com,ai EPAY Biller Code: |
Locked Bag SCanbarmadCT j SPIN: L793E7
Addrass: o J
| | SenderlD Type [EID -]
Fhone Mumber.  [(02) 4567 5557 Sender ID Code: [2a57

| B Find o F2 [E%im:ﬂl]l K corca | @n-ﬂ:u::ﬁsl [ et :Esc |

TIP: The Maintenance menu, which provides access to Superannuation Provider

maintenance, can also be chosen at any time by pressing F2.

When you first enter this window all the fields are blank with the exception of the Provider Code
field. This allows you to either enter the code for a new superannuation provider or enter the code
of an existing provider to edit it.

Once you have made your additions or alterations, click Save or press F10 to save, then press ESC
or click Exit to return to the Non-Cash Benefits Setup window.

Provider Details
Code A unique numeric code for this provider.

Fund Type Select the type of superannuation fund:

e APRA - regulated superannuation funds supervised by the Australian Prudential Regulation
Authority (APRA).

e SMSF - self-managed superannuation funds supervised by the Australian Taxation Office
(ATO).

e Other - select this option is you are not sure what type of fund the superannuation
provider is, or if you want to access all fields.
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The type you select determines which fields are available for editing. Selecting “Other” makes all
fields available. The ATO Super Fund Lookup button opens a window where you can search for
APRA funds:

te. ATO Super Fund Lookup 2

Search By | Furd Mame ;'

Fuand Mame: |f:.:rl

............. Sewch ||
=
Austrakian Ethical Retad Superannuation Fund A08IBETT43 IF'.FI'EI'“JCINJ J
AMP Eligibdz Rollover Fund JH3224407 ANMPIG44AL
[ aws Funa B5945631973 APFO100AU
: fuslsale Superannualion Fund 2588191503 ASF0001AL
Max Super Fund ZXL0ET 20840 ETLOOSSAL
EmPlus Superanneaton Fund 18358658991 ETLOTSEAU
| HOSTPLUS Superannuabion Furd - Industry EBE5T7405390 HOSMO00AL
] MTAA Superannuation Fund TASEO3E591T WMTAMORAL
Mationwede Superannuation Furd 15201 7EES13 NSFO100AL
| Kinetic Super Fund 72984178587 FELO00 1AL
: Reserve Bank of Austraka Offcers’ Superannoation Fund ZRI03030459 REAN00AL
SWF Elgible Rodover Fund 210851250 RSAL 144U
| Medical & Assocaled Professons Super Fund TI315369318 SMFO12EAL
[ |im Superannuation Furd TOS153696818 SMFD1204U
[ {ims Superannuation Fund BBRSE525125 SMITO0AL
State Super Alocated Penson Fund SoE4604 341 SSEAL
| Tasplan Sugerannuation Fund 1460033302 TPHO100AU
| Wesipac Persanal Superannuation Fund IESELETEASN WFSDIIEAN =
iir rat i " i s i - S e R AR AN i

Seleet [ [ e e

*Thiz lookup scieen reguires an active intemet connechion 10 connact o AT O wabsile.

Select a property to search by, then enter search terms and click Search to return a list of matching
funds. Click on a fund and click Select - this will populate the Registered Name, Fund Name, ABN
and Unique Superannuation ID fields automatically.

NOTE: An internet connection is required to use the lookup window.

Registered Name The name of the provider of the fund/account.
Fund Name The name of the fund/account.

ABN The Australian Business Number of the superannuation provider company, which can be
used to identify the fund when paying superannuation contributions to a clearing house service
(see page 171) using the SuperStream Alternative File Format.

Required for APRA funds

Unique Superannuation ID A Unique Superannuation Identifier (USI) is required for
superannuation funds that are regulated by the Australian Prudential Regulation Authority (APRA)
and can be used to identify the fund when paying superannuation contributions to a clearing
house service (see page 171). Enter the USI for the provider, if it has one.

Employer Membership Number / FEN Your company’s membership number for the
superannuation provider.
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Required for SMSF funds

BSB Number The Bank, State and Branch portions of the provider’'s bank account number.
Account Number The account portion of the provider’s bank account number.

Account Name The name on the provider’s bank account.

Electronic Service Address Self-managed superannuation fund (SMSF) trustees are required to
receive both electronic messages and payment when employers make contributions using the
SuperStream data and payment standard. Enter the electronic service address (alias) used to

receive data messages relating to employer contributions, or click the J button to select an
address from a list of services retrieved from the MYOB Super Portal.

NOTE: An internet connection is required to retrieve the list of addresses.

Contact Details

Account The Account Holder’'s name — in other words the name on the account that your
company holds with this superannuation provider.

Contact Name The name of your company’s contact person at the superannuation provider.
Provider Website The superannuation provider’s website.
Address The mailing address of the Superannuation Provider.

Phone Number The telephone contact number of the Superannuation Provider.
Other Details

Payment Method Specify how payments are made to this provider. Choose from:

e BPAY

e Cheque

e DirectCredit
¢ DirectDebit
o EFT

e Other

You can also enter a new payment method into this field and it will be saved to the list so that it
can be used for other providers.

Payment/Customer Reference Number Enter a reference number for reconciliation by the
receiving fund.

BPAY Biller Code If the Payment Method is set to “BPAY”, enter the provider’s BPAY biller code.

SPIN Superannuation Product Identification Numbers are a standard method of identification for
superannuation products and are recognised by Treasury, Australian Taxation Office (ATO),
Australian Securities and Investments Commission (ASIC) and the Australian Prudential Regulation
Authority (APRA). They can be used to identify the fund when paying superannuation
contributions to a clearing house service (see page 171).

You can find a list of Superannuation Product Identification Numbers on the APIR systems
website:

http://www.apir.com.au/public/spinDirectory.jsp
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Sender ID Type This is to indicate which form of Sender Identifier the provider requires. MYOB
cannot assist you with this - only the fund provider can supply this information. Choose from:

e N/A - Not Applicable (this is the default)

e ABN - The organisation’s Australian Business Number, which can be used to identify the
fund when paying superannuation contributions to a clearing house service (see page 171)
using the SuperChoice format.

e EID - An Employer Identifier allocated by a Super fund

e INT - The account number of an intermediary (e.g. Agent) allocated by a super fund

Sender ID Code The Sender Identifier establishes your company as the initiator of all
superannuation payments that are made by direct credit. The format of this code will be directly
dependant on the type of identifier chosen above. For example, if the ID Type is “ABN” then the
ID Code will be your company’s Australian Business Number, as stored on the Company Setup
section (see page 23) of the Payroll Setup window.

Non-Cash Benefits

The Non-Cash Benefits section of the Non-Cash Benefits window (see page 64) allows to you add
extra items to an Employee’s salary package such as fringe benefits, salary sacrifice and employer
super contributions, without affecting the employee’s net pay (cash remuneration).

[ == Mon-Cash Benefits Maintenance @
Code: I—EHZI
Cescriptian: |Fringe Benefits
Payment Type: |Frin|:_:|e Benefit j
Calculation kethod: |Fi:<ed Dallar Amaount j

Amaunt: |
Fercentage Rate: |

Cost Centre: | J Employvee's Default

Fringe Benefit Type: |Type i j
Fringe Benefit Type Rate:
18868 T Owerride Rate

Liabilities |

Find : F3 | % Save: F10 | x Cancel | Delete : F& | Exit: Ezc

TIP: The Maintenance menu, which provides access to Non Cash Benefit maintenance, can

also be chosen at any time by pressing F2.

When you first enter the this window all the fields are blank with the exception of the Code field.
This allows you to either enter the code for a new Non-Cash Benefit record or enter the code of
an existing record to edit it.

Code Enter an unused Non-Cash Benefit Code to add a new record.

Description Enter a name for this Non-Cash Benefit.
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Payment Type Select the type of payment. Choose from:

e Fringe Benefit - such as a cellular telephone, pager, fuel card, etc.

e Salary Sacrifice - Other - if the employee is sacrificing part of their salary in exchange for
some generic type of non-cash/fringe benefit, not involving Superannuation, select this
option.

Calculation Method Select how benefits will be calculated. Choose from:

e Fixed Dollar Amount - Select this method and enter a dollar amount for how much the
Non-Cash Benefit is worth.

e % of Gross Pay - Select this method in order to value the Non-Cash Benefit as a
percentage of the gross pay.

Amount Enter a standard dollar amount that will be inserted into the pay whenever this Non-
Cash Benefit is applied. Leaving the Amount at zero lets you assign the dollar amount at the time
of payment for individual employees.

If the amount is for a Fringe Benefit, enter the taxable value of the benefit, prior to any Gross Up
calculation (see the Fringe Benefit Type setting below for details on how the system will
automatically Gross Up fringe benefits for reporting on the PAYG Payment Summary and Payroll
Tax reports).

Percentage Rate Value the Non-Cash benefit as a proportion of the gross pay.

Cost Centre The Cost Centre for each non-cash benefit will automatically default to the
employee’s own default Cost Centre which is the one you place against an employee when you
add them to the payroll. If you want to cost a non-cash benefit to a different Cost Centre, type in
the Cost Centre number that you want this Non-Cash Benefit to be costed to. Remember that this
will override any employees’ default Cost Centre.

Fringe Benefit Type The setting for Fringe Benefit Type is only available for Non-Cash Benefits
which are Fringe Benefits, and has a Fringe Benefit Tax implication. For Fringe Benefits, only the
pre-Grossed Up value (exclusive of fringe benefit tax) is entered into the Amount field.

In the situation of an FBT-inclusive value being required on a report, the transacted amount will be
multiplied by either a Type 1 or Type 2 rate, in order to arrive at a grossed-up value.

In the situation of an FBT-exclusive value being required on a report, the transacted amount will
be displayed on the report.

e Type1-If the employer is entitled to an input tax credit for this fringe benefit under the
GST legislation, the fringe benefit is classed as a “type 1" benefit, and is grossed up by
2.0802 for FBT purposes.

e Type 2 - If the employer is not entitled to an input tax credit for this fringe benefit under
the GST legislation, the fringe benefit is classed as a “type 2" benefit, and is grossed up by
1.8868 for FBT purposes.

Override Rate If you want to calculate the FBT at a different rate, you can select this option and
enter a different rate.
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Liabilities Certain Non-Cash Benefits have an effect on other payment items, e.g. salary sacrifices
other than Superannuation may be liable for Superannuation. Clicking this button opens a window
that lets you select the pay items this allowance is liable for.

£ Payment Liabilities @

Add Non-cash Benefits to gross liable for:

-

" Annual Leave: ™ Superannuation
[ Personal Leave v Payroll Tax

[ Long Service Leave W \WorkCover

[ Shift Leawe

[ Other Leawe

[ ROO

[=, Exit

Once you have made your additions or alterations, click Save or press F10 to save, then press ESC
to return to the Non Cash Benefits Setup window.
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Step Four: Add Deductions

Adding Deductions

B

The Deductions Maintenance window lets you create new deductions or alter existing ones. You
can also globally load deductions (see page 74) to all employees or a selection of them. Select
Step Four from the Payroll Setup Cycle (see page 19) and the following window appears:

e Please select a deduction
Type inthe keyward to find:

Code [Mame Amaount | =~

5 5taff Loans
glUnion Fees 5.0000
7Social Club 5.0000
gPay Advance
10 Extra Tax
ggTaxon ETP

[ Show histarical deductions

+ﬂu:|u:|:F4|

TIP: The Maintenance menu, which provides access to Deduction maintenance, can also be

chosen at any time by pressing F2.

71



Setting up MYOB Exo Payroll

Select a deduction and click Select to edit it, or press F4 or click the Add button to create a new
deduction.

Deduction Maintenance EX
Code: I—E
Mame: |Uni|:|n Fees
v Post-Tax
Calculation tethod: |Fixed Dollar Amount j @ LEL':'dti':lg ‘
Arnount; 5.00
Type: & Mormal © Child Support T PA&YG
Frotected Fay % Ii | Make a Part Deduction
Cost Centre: | 2080 .. | NSWWUNION FEES
FPayment Summary Type: |Deduu:1i|:|ns j

[ Union/Frofessional association fees
[ Histarical Deductian

I Pay Deduction by Consolidated Direct Credit

BEE MHurmber Account Feference

I |
GEF"rev:F?| D}Next:Fa| FincI:FE|| e Add : Fa | @De|ete:Fs| [= it Esc

Code Enter the code/number for this deduction. This number can be up to 3 digits in length (1-
999).

Name Enter the name you want to call this deduction (up to 20 characters).

Post-Tax The default is to make a new deduction a post-tax deduction (after tax). If you want to
make this deduction a pre-tax deduction, de-select this option.

Calculation Method Every deduction must have a calculation method that it will use when
calculating deductions. This method can be one of the following:

o Fixed Dollar Amount - This means that the deduction is to be a fixed sum, such as a social
club deduction of $3.00 per week. If the amount is to be a varying amount depending on
the employee, then choose this calculation type and do not enter in any amount in the
next field.

e % of Gross Pay - This means that the deduction amount is based on a percentage of the
employee’s gross pay. This deduction calculation method is used for deductions like
superannuation.

e Reducing Balance - This calculation method is for any deduction that is based on an
amount of money that is to be deducted in portions from an employee’s pay every time
they are paid, e.g. staff loans where an amount was borrowed and the employee is to pay
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that sum back in instalments. The actual amount that is to be reduced is loaded for the
particular employee in the employees’ Standard Pay (see page 99) window.

Amount/Rate/Percentage Enter the amount, rate or percentage that the deduction you are
creating is to use. If the amount, rate or percentage will vary from employee to employee, leave
this field blank and type in the particular amount, rate or percentage for the employee in the
Standard Pay > Deductions (see page 107) window.

Type Each deduction has its own type. Most deductions are of the normal type but some must be
listed as a differing type as they have to be tracked for reporting. Choose from:

e Normal - Use this type for most deductions. Only if a deduction matches the criteria below
do you need to change the type from Normal.

e Child Support - If the deduction you are creating is for the purposes of deducting Child
Support, then you must choose this type, as this will flag the dollar amount to appear as
child support for reporting purposes.

e PAYG - This deduction type is used for making extra PAYG payments, in addition to the
PAYG automatically calculated by the system. The extra money will be added to the
regular PAYG to form the Total Tax Withheld field of the PAYG Payment Summary.

Protected Earnings Amount [f “Child Support” is selected as the Type, you can specify thresholds
of protected earnings for multiple pay frequencies (Per Week, Per Fortnight and Per Month). The
Protected Earnings Amount (PEA) is an amount that must be left after tax and child support is
deducted, to ensure that all of an employee’s wages are not deducted for child support payments.
Where making the full deduction would take the employee’s pay under the PEA, the deduction is
reduced to an amount that will leave the PEA.

NOTE: The PEA is updated at the start of every year. Go to
http://www.csa.gov.au/employers/pea.php to find out the current PEA. You will need to

visit this page every year to ensure that the PEA values for all of your “Child Support”
Deductions are up to date.

Protected Pay % Tells the system not to make the deduction if the gross pay after the deduction
would result in the employee receiving less than the specified percentage of their usual gross. This
is for situations where the employee works irregular hours and may not be financially prepared for
a large deduction to be made.

Make a Part Deduction If you have chosen to protect a portion of employees’ pay, you may also
want to say that if an employee does not earn enough gross pay to ensure that the full deduction
is being deducted, at least deduct some of it. Select this option to do so.

Cost Centre The Cost Centre for each deduction will automatically default to the employee’s own
default Cost Centre, which is the one you place against an employee when you add them to the
payroll. If you want to cost a deduction to a different Cost Centre, type in the Cost Centre number
that you want this deduction to be costed to. Remember that this will override any employee’s
default Cost Centre.

Payment Summary Type Select an option for how the Deduction will appear on the PAYG
Payment Summary.

e None - Select this option for Deductions that are not required to appear on the PAYG
Payment Summary.

e Deductions - Select this option for Deductions that are required to appear on the PAYG
Payment Summary, e.g. Union Fees.

e Workplace Giving (DGR) - Select this option for pre-tax deductions to charity donations.
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NOTE: “Workplace Giving (DGR)” Deductions should be set up as pre-tax Deductions, i.e. the

Post-Tax option should be unticked, if you do not want the Deduction to affect the Gross
Income in reports.

STP Reporting Type This replaces the Payment Summary Type dropdown when Single Touch
Payroll (see page 276) is enabled. Select the reporting category for this Deduction:

e Non Reportable - equivalent to the “None” Payment Summary type.
e Fees - equivalent to the “Deductions” Payment Summary type.
e Workplace Giving - equivalent to the “Workplace Giving (DGR)” Payment Summary type.

NOTE: The Payment Summary equivalent of the selected type is displayed next to the STP

Reporting Type dropdown.

Union/Professional association fees This option is only available when the Payment Summary
Type is set to “Deductions”. Tick this option if the Deduction represents fees for a union or
professional association, so that it can be reported as such in the PSAR file.

Historical Deduction Over a long period of time, you may find that some deduction codes are no
longer required. To avoid having to scroll through long lists of unnecessary codes, you can hide
obsolete codes from the code lookup screens by marking them as historical. You cannot mark a
deduction as historical if it is currently included in employees’ Standard or Current Pays. You may
reverse the historical setting at any time, making the code current again.

NOTE: There is an exception to the rule above: you can mark a deduction as historical if the
only employees it is associated with are terminated employees; however if a terminated

employee is reinstated, any historical records associated with them will be reactivated, i.e.
the Historical Deduction option will become disabled.

Pay Deduction by Consolidated Direct Credit This is used to redirect funds from muiltiple
deductions across many employees to a single bank account, e.g. a social club deduction. This
option is not available if the deduction is for Employee Super, and the superannuation provider for
the deduction has a bank account number stored; in this situation, all funds will be direct credited
to the superannuation provider’s bank account.

Tick this box to enter an appropriate bank account. This will be processed during the Direct Credit
Transfer (see page 158), along with other wage & salary payments.

74



MYOB EXO Payroll
Global Loading Deductions

Global loading gives you the ability to transact a deduction for several employees at once, at any
time - even after the pay has been created and the Standard Pay information has been copied to
the Current Pay.

NOTE: Video Help is available for this topic on the Exo Employer Services Education Centre.

Click on the Global Loading button on the Deduction Maintenance window (see page 71) to load
the selected deduction for a selection of employees. The following window appears:

L

# (Global Load Wizard =

Global Load Deduction: | G |Uni|:|n Fees

Flease enter the details for this Deduction. This Deduction will be loaded onto each
selected employes.

Calculation kethod: Fixad Dallar Armount
Armount; 5.00

[ Fay by Direct Credit
BSE HNurmber Account Feference Bank Code Bank Pariculars

Prew : F7 | I# Mext : F3 | E Exit: Ezc

Global Load Deduction This is the name and code of the deduction that you have selected for
global loading.

Calculation Method This is a rule that governs how the deduction is to be allocated. It is sourced
from the deduction that you have selected for global loading. Various calculation methods will
require you to enter either a rate or full dollar amount to pay. Subsequently, the appropriate Rate
and Amount fields will enable/disable once your deduction calculation method has been set.

Rate If the rate field is blank and disabled, no percentage rate is applicable to this deduction. If the
rate field is populated and disabled, the percentage rate has already been set in the deduction
masterfile. If you want to apply a different rate, you must use a different deduction code. If the
rate field is blank and enabled, enter the percentage rate that you would like to deduct for this
Global Load.

Amount If the amount field is blank and disabled, no fixed amount is applicable to this deduction.
If the amount field is populated and disabled, the amount has already been set in the deduction
masterfile. If you want to apply a different amount, you must use a different deduction code. If the
amount field is blank and enabled, enter the fixed dollar amount that you would like to deduct for
this Global Load.
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Click the Next button or press F8 to continue. The following window appears:

2 (lobal Load Wizard =

Global Load Deduction: | b |Uni|:|n Fees

Selectthe pays this Deduction will be loaded onto.

Wage or Salary Employees: | All -

Fays to Update: I Standard Pay

I Current Pay- Pay frequency: | All

[ One-Off Pay

<1= F'lev:F?'| I:} Mext : F8 | E Exit: Esc

Wage or Salary Employees Select which employees to update; either all of your employees or a
subset by wage/salary classification.

Pays to Update Select which pays to update. Choose from:

e Standard Pay - Select this option if you want to make this deduction a permanent
transaction that will be taken out repeatedly, every time a Current Pay is created.

e Current Pay - Select this option if you want to transact this deduction only for the Current
Pay period. Note that the deduction will be deducted from the Current Pay’s wages/salary,
under this scenario.

e One-Off Pay - Select this option if you want to transact this deduction only for the One-Off
Pay (see page 166) period. This is not a common operation.

Click on the Next button or press F8 to continue. The following window appears:

£ (Global Load Wizard =

Global Load Deduction: | b |Uni|:|n Fees

Selectthe employees this Deduction will be loaded onto.

Selection Ranges: Fram: To:

Employees: | o 0 J
Departments: | o | 0 J
Cost Centres: | o | 0 J

E Exit: Ezc
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Employees Leave blank to load for all employees. Enter codes in the From and To fields to load

for a range of employees. Click the J button to load for selected individuals.

Departments Leave blank to load for all departments. Enter codes in the From and To fields to

load for a range of departments. Click the J button to load for selected departments.

Cost Centres Leave blank to load for all cost centres. Enter codes in the From and To fields to load

for a range of cost centres. Click the J button to load for selected Cost Centres.

Click Save or press F10 to continue. A confirmation message appears. Click the OK button to return
to the Deduction Maintenance window.

Step Five: Add Departments

IE‘ —

L]
The Department Maintenance window allows you to set up the departments for your company. A
department can be one of two things. If your Payroll Company is to be used to pay people from
other physical locations, then make your departments match the number of the locations you are
going to be paying. For example, if a company has three branches in three locations and they are
all going to be paid using the same Payroll Company, the departments should match the three
branches.

The second case is if the Payroll Company is for one site only. In this case the departments should
be the departments within this one site. For example, if a single location company has three
departments: Sales, Admin, and Production, the departments should match these.

Select Step Five from the Payroll Setup Cycle (see page 19) to open a window where you can
select the deduction to edit.

TIP: The Maintenance menu, which provides access to Department maintenance, can also

be chosen at any time by pressing F2.

Press F9 or click Find to select an existing department and edit it, or press F4 or click the Add
button to create a new department.

2 Department Maintenance E3
Code: I 1
Mame: IAdministratiDn

I Histarical Department

4=Pre~.«:F?| E}Next:Fel Find:F'.Ell niﬁdd:FailDemte:FEl EEHit:Escl

Department Code Enter a number, of up to 4 digits, that you want to use for the department’s
numeric code.

Department Name Enter a name for this department, up to a maximum of 20 characters.
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Historical Department Over a long period of time, you may find that some department codes are
no longer required. To avoid having to scroll through long lists of unnecessary codes, you can
hide obsolete codes from the code lookup screens by marking them as historical. You cannot mark
a department as historical if it is currently assigned to an employee. You can reverse the historical
setting at any time, making the code current again.

NOTE: There is an exception to the rule above: you can mark a department as historical if
the only employees it is associated with are terminated employees; however if a terminated

employee is reinstated, any historical records associated with them will be reactivated, i.e.
the Historical Department option will become disabled.

Once you have made all necessary additions or alterations, click Save or press F10 to continue
adding further departments, then click Exit or press ESC to return to the Payroll Setup Cycle.

Step Six: Add Cost Centres

B

This is where you enter any Cost Centre numbers & descriptions of these Cost Centre numbers.
You may also attach General ledger codes to these Cost Centres if you have the Use General
Ledger option switched on. The Cost Centres that you create must match the structure you
created in the Cost Centre Structure section during Step One.

NOTE: Once you have created any Cost Centres that an employees’ pay or pay items may
be costed to you now need to create any General Ledger codes that you have not already

added when attaching them to the Cost Centres. This is done on the General Ledger Setup
section (see page 29) of the Payroll Setup window.
Select Step Six from the Payroll Setup Cycle (see page 19) and the following window appears:

¢ Please select a cost centre E
Type in the keyward to find:

Code [Mame GL Code [GL Mame =
| | 2020NSWILSL 9600-00 Long Service Leave
2020NSWIBOMNUS 9500-00 Bonus

2040NSW/EMPLOYEE SUPER 9700-10 Employee Super
2041 NSW/EMPLOYER SUPER  9700-20 Employer Super
2050NSWICHILD SUPPORT  9900-30 Child Support

| | 2060NSWWORKCOVER 9900-70 WorkCover

|| 2070NSWISOCIAL CLUB 9900-60 Social Club

| | 2080NSWIUNION FEES 9900-50 Union Fees
2090NSWISTAFF ACCOUNTS  9900-40 Staff Accounts

| 2110NSWiAdminAVages 9800-00 Wages Expense

| 2210NSWiAccountsiWages 9800-00 Wages Expense

: 2310NSW/Wareh/\Wages 9800-00 Wages Expense

| | 2410NSWiSupportWages 9800-00 Wages Expense
2510MNW3/BalesWages 9800-00 Wages Expense

™ Show historical cost centres

+Add:F4|

E Ewit: Esc |
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TIP: The Maintenance menu, which provides access to Cost Centre maintenance, can also

be opened at any time by pressing F2.

Select a Cost Centre and click Select to edit it, or press F4 or click the Add button to create a new
Cost Centre.

o

fue Cost Centre Maintenance 3

Cost Centre Code; | 2110 State:; INSW "I

Cost Centre MNarme: |NSW,-’Admin,"‘-Nages

— Cost Centre Analysis
IState: | 2
IDepartment: | 1
IExpenae: | 10
| |
General Ledger: IEIEEIEI—EIEI |Wages Expense

WiarkCower Lewy Rate I 1000 %

[ Histarical Cost Centre

Delete : F& | E Exit: Esc

B Find: F3 | B Save:F'Il:ll K Ccancel

Cost Centre Code Enter the code for this Cost Centre, up to 12 digits in length. Remember to
follow the structure that you created on the Payment Setup section (see page 41) of the Setup
Payroll window.

Cost Centre Name If Cost Centre Structure Names (see page 231) have been set up, the Cost
Centre Name is auto-generated from the Cost Centre Structure Names assigned to the various
sections of the Cost Centre Code. If no Cost Centre Structure Names are defined for the code you
entered, you can enter a new name up to twenty characters long.

State The State for this Cost Centre is relevant to Payroll Tax. In other words, any payments that
are costed to this Cost Centre also belong to the attached State, in terms of Payroll Tax Liability.
Select from:

e ACT - Australian Capital Territories
e NSW - New South Wales

e NT - Northern Territory

e QLD - Queensland

e SA - South Australia

e TAS - Tasmania

e VIC - Victoria

e WA - Western Australia

Example 1: An employer pays wages only in New South Wales - the employer would set up all of
the Cost Centres as NSW and print the NSW Payroll Tax report.
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Example 2: In the next year an employer moves operations to Queensland. Most of the staff are
now paid from the new branch office, although some workers have remained in NSW to fulfil
contracts. You could cost all normal wages to NSW and all activity involving the remaining
Queensland operations to NSW. Print the Queensland Payroll Tax report - this will declare
amounts costed to NSW as Interstate wages.

Cost Centre Analysis This section shows you a breakdown of the code you have just entered
according to the structure you created on the Payment Setup section (see page 41) of the Setup
Payroll window. This is where you can see if the Cost Centre number or structure needs altering.

General Ledger If the Use General Ledger Analysis option was turned on in the General Ledger
(see page 29) section of the Setup Payroll window, a General Ledger code must be allocated to
each Cost Centre. Enter the General Ledger code to attach to this Cost Centre. If the code you
entered does not exist, you will be prompted to create a new code.

WorkCover Levy Rate If you are using your Cost Centres for job costing, or cost allocation, your
employees may work in different areas or working environments. These areas may have different
WorkCover Levies associated with them. Whenever an employee’s time is allocated to this cost
centre, the system can calculate the associated WorkCover Levies. To make use of this
functionality, enter the rate at which the WorkCover Levy should be calculated for time costed to
this cost centre.

Historical Cost Centre Over a long period of time, you may find that some cost centre codes are
no longer required. To avoid having to scroll through long lists of unnecessary codes, you can
hide obsolete codes from the code lookup screens by marking them as historical. You cannot mark
a cost centre as historical if it is currently included in employees’ Standard or Current Pays. You
may reverse the historical setting at any time, making the code current again.

NOTE: There is an exception to the rule above: you can mark a cost center as historical if the
only employees it is associated with are terminated employees; however if a terminated

employee is reinstated, any historical records associated with them will be reactivated, i.e.
the Historical Cost Centre option will become disabled.
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Step Seven: Add/Edit Employees

Adding and Editing Employees

ol

Having set up your Allowances, Deductions, Departments, Cost Centres, etc, it is now time to add
your Employees. This area is also known as the employee masterfile, because it handles
identification, contact details, tax status, employment status, leave balances, personnel notes, bank
accounts and a standard pay record.

Adding a New Employee

Select the Add Employee icon in Step Seven of the Payroll Setup Cycle (see page 19) and the Add
Employee window appears.

o

a

2e Add Employee

Enter Mew Employee Code: Im

? Add Emplayes Lizt Employees | E Exit: Ezc |

A new employee ID number is automatically generated by the system. The ID defaults to the next
number in sequence (starting from 1) but this can be overridden by typing in the number you
require and pressing ENTER twice or clicking the Add button. (To see a list of those employees
already added click List Employees.) The Employee Maintenance window appears, starting on the
Employee Details (see page 82) tab.

NOTE: If you have the Exo Employee Information module installed and candidates have
been added, a Candidates button is available on the Add Employee window. Click this

button to select a candidate to convert to a full employee record. (The candidate’s details are
copied to a new employee record - the original candidate record is not deleted.)

Editing an Employee
33

X AlSelect the Edit Employee icon in Step Seven of the Payroll Setup Cycle (see page 19) and the

following window appears:

Enter the Employee Code for the employee you want to edit and press ENTER, or click Find to
select the employee from a list. The Employee Maintenance window for the selected employee
appears, starting on the Employee Details (see page 82) tab.

Employee Details

The Employee Maintenance window is used to edit details for new and existing employees.
Employee details are divided across the following tabs:

e Employee Details (see page 82)
e Leave Entitlements

e Other (see page 93)

e User Defined (see page 96)

e Notes (see page 97)

e Standard Pay (see page 99)
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Employee Details Tab

The Employee Details tab of the Employee Maintenance window contains basic identification and
remuneration information about the employee.

Employee Maintenance

I|':T“I?r'|5":|"9'ﬂ|:N3‘Tii||5| Leave Entilements | Other | User Defined | Motes | Standard Pay
Feqguired Information Tax Classiication -
Code: 1 TFM: (1) [z56345634 FTE | BG34
Surname: [wallace | Standard Employee j

FirstNames: |Edward James Medicare Exermptior m Seale ?

Alpha Code:  |WWALLACE
¥ Clai
StatDate:  |23/09/1939 Service: 17.8 Gleim TexFroe Threshold
Cost Canire: 2210 _l MWW ACCounts I Earnings are Mot Liable for Payrall Tax

Departrnent: 2 _|Ac:munts

Pay Frequency: [\Weekly ,l Wy'orkCower: 3493 J v Uz wokCover rate
Payslip Name: [James Wallace |Mnle j ]Full-time =]

Address Line 1: I1 34 arch Foad

Address Line 2

Suburb: [Richmand |'Wage | |Permanent ~|

State: MEw _=| Post Code:|3130

Countny: [Bustalia Stendard Hours:[ 38,00 perpay[ 760 perday
Telephone:  [(02) 9223 39748 Birth Diate: [1112/1966  Age: 506
hohile: [026-009-6557 DueBackDate: | /7

Cccupafion: [Azcounts Clerk Szl Frevde |;"4"7

[~ Apprentice

GEpev7 | cPnere | (@ Fodirs | (g saveiFi0| (B Delete:Fe| [ i Exo |

Required Information

When adding a new employee you will note that the only tab available is Employee Details. This is
due to the fact that there are details required on this tab before you can continue. This data is in
the box headed Required Information.

Code The Employee Code is automatically entered here when the employee is added.

Reinstate If the employee’s employment has been terminated, a Reinstate button is available next
to the Code field. If you need to reinstate an employee who has been terminated, click this button.
The following window appears:

i Y

= Terminate/Re-instate Employee EX

Employee: | 29 |all, belanie Jane

Emplovees is currenthy: TERMINATED - On 02/02/2012

Fe-instate Date: 030452012

Reinstate | E Exit: Ezc

Enter the Reinstatement Date and press ENTER. You will be asked to confirm that you want to
proceed.
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Surname Enter the employees’ surname/family name.
First Names Enter the employees’ first name(s).

Alpha Code Exo Payroll uses Alpha Codes for sorting and listing employees. The first 8 letters of
the employee’s surname is used as a sort code and this is shown here automatically. This alpha
code must be unique. If a message appears that says “Alpha Code cannot be empty and must be
unique” or “invalid input”, it means that this Alpha Code is already in use, probably for an
employee with the same surname. To correct this, change the Alpha Code to something else, e.q.
by making the last character of the Alpha Code the employee’s first initial.

Start Date This date is important, as it can also determine the default Annual Leave and Sick Pay
Annual Entitlement dates. Enter the employees’ actual commencement date with the company.
The employee’s years of service are displayed next to the start date. This value is calculated as the
system date minus the Start Date.

Cost Centre This field shows the Cost Centre that the employee belongs to. This Cost Centre is
chosen from the Cost Centres that were set up during Step Six: Add Cost Centres (see page 78).
The Cost Centre chosen for each employee acts as their default Cost Centre (which can be
overridden).

TIP: Remember that if you have not created the Cost Centre that you need for any

employee at this stage, you can press F2 to open the Maintenance window. Choose Cost
Centres to create the Cost Centre without having to exit from the employee file.

Department Each employee must belong to a department. This department is chosen from the
departments that were set up during Step Five: Add Departments (see page 77). The department
chosen for each employee acts as a grouping for reports or as a way of allocating costs.

Enter the code for the department you want to use. If you do not know the code for the
department you want to select for an employee, click the J button to choose one.

TIP: If you have not created the department that you need for any employee at this stage,

you can press F2 to open the Maintenance window. Choose Departments to create the
department without having to exit from the employee file.

Once all of the above fields have been completed, the other tabs on the Employee Maintenance
window become available, as well as with the remaining sections of the Employee Details tab.

Optional Information

Pay Frequency Select the required Pay Frequency. Choose from:

o Weekly

e Fortnightly
e Bi-monthly
e 4 weekly

e Monthly

NOTE: If you change an employee’s pay frequency, you will be prompted to update their

Standard Hours value and the value on the Hours Paid section of their Standard Pay (see
page 117). If you choose to do this, these values will be updated to the value specified for the

new pay frequency on the Employee Defaults Setup section of the Setup Payroll window
(see page 25).

Payslip Name When printing a Payslip, the payroll will print the employee’s surname, then the
employee’s first names. If you want a different name to appear on the Payslip, enter here what
you would like to appear on the Payslip. Remember to include a surname, because what goes in
here is all that prints on the Payslip.
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Address Line 1 Enter the employee’s street name and number.

Address Line 2 Enter the remainder of the employees address if Address Line 1is not sufficient to
store the entire address.

Suburb Enter the employee’s city/suburb.

State Select the state in which the employee resides. If the employee resides outside of Australia,
select “OTH".

Post Code Enter the postal code pertaining to the state of residence.

Country If the employee resides outside of Australia, enter their country of residence in this field.
This field is disabled be default; it is only enabled when Other (“OTH") is selected for the State.

Telephone Enter the employee’s telephone number. This field is optional, but filling it in means
that you are able to print a telephone list report.

Mobile Enter the employee’s mobile phone number.

Occupation Enter the employee’s occupation so that it will appear on the Employees report (see
page 188).

Apprentice Select this option if the employee is an Apprentice. Once selected, an Apprentice
Details button will appear. Clicking this button opens the following window:

fo Apprentice Details 22

Apprentice Hours Accrued: | 0.00

Year Date Started

Year1: M
“ear I,f,.fi
Year 3: I,f,.fi
“ear 4: I,f,.fi

Completed: Y

E% Save: F10 | E Euxit: Ezc |

Apprentice Hours Accrued Enter the accumulated hours from commencement of the
apprenticeship.

Year 1-4 If a year has been completed, enter the completion date here. As pays go by, more
apprentice hours will be accumulated. You will need to update the dates in this window whenever
an employee has completed the equivalent of a satisfactory working year. You could add a
forward-dated note in the Diary (CTRL+D) to assist with this.
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Tax classification

TFN/ABN Enter the employee’s Tax File Number (Full-time or Part-time employees) or Australian
Business Number (Contractors). TFNs and ABNs both contain a hidden computation to ensure that
they are valid. If this validity check fails, then either the wrong number has been typed in or an
incorrect number has been given. If an invalid number is entered the error message “The number
you have entered is invalid” appears. We recommend obtaining a printed statement if any dispute
arises.

An information button is available next to this field. Clicking this button opens a window that
provides information about possible TFN codes:

7 Tax File Number (TEM) £L

The Tax File Number (TFN} is a unique number issued by the ATO to individuals to identify their
tax records. If the employee has quoted a TFN, select TFN Code below and enter the number:
otherwise, select the appropriate code.

000000000 - The employes hes not quated & TFM (they have not completed & TEMN declarafion, or they have
completed a TFM declaration and choose notio quote a TEM, or they have indicated that they
applied or enquired about & TFM with the ATO, butfailed fo provide & TR within 28 days).

111111111 = At the ime when payment summaries were produced, the emplovee hed applied or enguired
abouta TR with the ATO, but 28 deys had not passed.

333333333 - The emplovee is underthe age of eighteen and earns $350 or less weekh, earns $700 or less
fornighthy or @arns $1517 orless monthhy.

" 444444444 - The emplayee is a recipient of a social security or service pension or benefit (other than new
start, sickness allowance. special benefits or partner allovwance).

T 907654321 - The employee has quated a TFM that contains alphabetic characters or has more than nine
characters.

= TFM Code:

Select | E LCancel |

FTB This is a placeholder for the Family Tax Benefit rebate amount that is applied each pay
period. The payroll will take a percentage of this rebate out of the PAYG each period - the
percentage rate that the payroll applies is dependent on the employee’s pay frequency.

For example, a standard weekly employee on Scale 1 paid $400 normally would have $114
withheld each pay as PAYG. In the FTB field enter the Annual Rebate value, e.g. $100. The FTB
would be calculated as:

$100 x 0.019 (1/52nd of the annual rebate) = $1.90
Rounded to the nearest dollar this becomes $2. PAYG is now adjusted by $2 becoming $112.

Annual rebates for other frequencies would be multiplied as follows:

Frequency  Multiplication

Fortnightly  $100 x 0.0380
Bi-monthly  $100 x 0.0415
4 weekly $100 x 0.0760

Monthly $100 x 0.0830
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Tax Scale There are several different scales, which are arrived at by the employee having
answered the questions in the employee declaration form.

For Example:

e Scale 1: Standard Employee with tax free threshold not claimed

e Scale 2: Standard Employee with tax free threshold claimed

e Scale 3: Non-resident with TFN

e Scale 4: Standard Employee without TFN, alternatively a non resident without TFN
e Scale 5: Standard Employee with full Medicare exemption

e Scale 6: Standard Employee with half Medicare exemption

e Withholding Variation: Take tax as percentage of earnings at the rate you specify

e Working Holiday Maker

If the employee is on a student loan repayment scheme, the “Standard Employee” option is
extended to cover:

e Standard Employee with HELP

e Standard Employee with SFSS

e Standard Employee with HELP and SFSS
e Standard Employee with Student Loan

NOTE: As of 1 July 2019, the “Standard Employee with Student Loan” option replaces the
HELP and SFSS options. “Standard Employee with Student Loan” functions the same as the

older HELP and SFSS scales, so there is no immediate need to update any existing
employees who use the HELP and SFSS scales, but new employees with student loans
should be set to the “Standard Employee with Student Loan” option.

The system will automatically calculate PAYG on the fly using in-built coefficients supplied by the
ATO.

Tax Rate % If the Employee is on the Withholding Variation, enter the percentage rate you want to
tax this employee at, e.g. 20.00 for 20%.

Claim Tax Free Threshold The tax-free threshold is the amount of income that an employee can
earn each year that is not taxed (currently, the first $18,200 of the employee’s annual income). It is
intended for employees who are Australian residents (for tax purposes).

Earnings are Not Liable for Payroll Tax Some earnings incur no Payroll Tax, for example wages
paid within religious organisations. There are many rulings on this, which are state-dependent.
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WorkCover This field shows the WorkCover code that the gystem will use when calculating the

amount to pay when printing the WorkCover report. The button is used to add, edit, select or
delete WorkCover codes and their applicable rates. Clicking this button displays the lookup
window:

WorkCover Rate Lookup
Code | F ate Dezcription I;
24354 1.6630 Default Code

1.5000 Office employees |

| B |
e Add: F4 | (5 Edit:F5 |Delete:FE| W] select | [= Evit: Esc

Select a code by double-clicking on one or highlighting one and clicking Select. Codes can be
added or edited by clicking the appropriate buttons (remember to click Save when done). You can
have as many WorkCover Rates as you like. If a rate is currently assigned to by a staff member,
then you will be unable to delete it until their rate is changed.

Use WorkCover rate By selecting this option, the system will calculate the WorkCover Levies
based on the rate set up against the WorkCover Code assigned to this employee. If you have set
up WorkCover Levy Rates in your Cost Centre Maintenance, those rates will be ignored for this
employee. The system will not calculate your WorkCover Levies based on the Cost Centres
assigned to the employee’s time.

Employment Type These choices show details about the status of the employee as a person and
as an employee. Choose from:

Detail Options

Gender Male or Female

Hours Full-time, Part time or Contractor

Remuneration Wage or Salary

Term Permanent, Casual or Temporary
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Trade Labour Content If you are hiring a Contractor, enter the Trade Labour Content (the
percentage of gross taxable earnings liable for Payroll Tax).

Standard Hours These fields specify the hourly values for the employee, which affect pay
calculations. The following values must be entered:

e per pay - This field specifies the hours per pay period for employees for any pay
frequency: weekly, fortnightly, bi-monthly or monthly. The salary or wages that you enter
for an employee’s Standard Pay must stand for a number of hours, e.g. Weekly = 38 hours,
Monthly = 173.33 hours. For new employees, this field defaults to the appropriate value
from the Employee Defaults Setup section of the Setup Payroll window (see page 25).

e perday - This field specifies the number of hours that the employee would normally work
in a day.

Allow Overtime This option is available if the employee is a salaried employee. Select it if you
would like to pay them additional waged hours. (Waged employees are always allowed overtime
by virtue of being waged employees.)

Birth Date This field shows the employee’s birthday, which the software uses to calculate the
employee’s age.

Due Back Date This field shows the date the employee is due back from vacation. This will tell the
system not to copy across their Standard Pay into the Current Pay until this date is reached. This
date is usually automatically entered from the Leave Entitlements tab, but it can also be
maintained from this location.

Annual Review This is a memo-only field to record the date of the annual review of wages or
salary if applicable. It only appears on the Employees report (see page 188).
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Leave Entitlements Tab

The Leave Entitlements tab of the Employee Maintenance window (see page 81) contains the
employee’s entitlement to Annual Leave, Personal Leave, and Long Service Leave. While it is not
necessary to load the data in this window before you start paying your staff, it is recommended.
All future activity on this particular window will be handled automatically by the program,
although a number of the fields can be maintained manually to override information. This allows
the fields to be changed if the leave data is incorrect. Some figures on this window (showing in a
grey background) are computer-calculated as a result of the entries made elsewhere.

NOTE: These figures are separate and different from the Tax year figures.

NOTE: This topic describes the standard leave entitlement management functions. MYOB
Exo Payroll includes a new, enhanced leave entitlement management system. Updating to

the new leave entitlement management system is a major process and cannot be reversed;
for this reason, the new system is not active by default. If you would like to learn more about
the new leave entitlement features and how to activate them, contact your Business Partner.

Employee Maintenance
Employes Details | Leave Eﬂﬁ“é:l:l:':léms l Cther l User Defined Motes Standard Pay
Employes: | 1 [Wallace, Edward James
Grown Entklement Balance Cizt Cenire Ertilament Balance
Hours Detailz Dretails
AnoualLeave [nL 152,00 [ 204.23 | a0 | Detals | Balence |
Persanal Leave [ £1 75.00 [ 56.85 | 2210 .| Detals | Balarcs |
LongSemice [wew [ 17333 [ 6634 | 2020 | Detals | Balarce |
[~ Entilled to Leave Loadng at 0,000 &
Daps of zick leave without a
medical ceitficate: 0.00
Edit Histar Hous Pad
| &= Pev Fi | =P NeacFe | 8] Fnd-F3 | %53?&:F1D| .["E!ere:FE| [= £ Esc |

Annual/Personal/Long Service Leave

These three lines let you set up this employee’s leave entitlements. The following properties are
available for each leave type.

NOTE: Personal Leave includes Sick Leave and Carer’s Leave.

Group You can attach a Leave Group code to each employee for each leave type (Annual (see
page 238), Personal (see page 240) or Long Service (see page 241)). Note that it is not compulsory
to assign a group - you can still enter the appropriate rules manually. However, groups are a more
efficient method of assigning awards to specific employees.
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To attach a Leave Group, type in the group code. If you do not know the code number, leave the
field blank and press ENTER to open a pop-up list to select one. Once you have entered or selected
a code, a message appears, offering two options:

e Annual Leave Group X

“'ou hawe added this employee to an Annual Leave Group.
Should the new group's rules be applied

* From the employee's start date.
" From today's date.

¢ ok | x Cancel ‘ Help

e From the employee’s start date - This assumes that the rule is being set up for the first time
for this employee. The system will look at how many months service the employee has
attended and determine the appropriate number of entitlement hours for this year from
the group rule. The system will insert a value in the START line of the Group Entitlement
Changes window.

e From today’s date - This assumes that there is an existing rule and that it needs to be
replaced with a new rule, because of a change in work situation. The system will add a
new line in the Group Entitlement Changes, and preserve the old line(s). At the end of the
year, the system will pro-rata each rule against the period of time for which that rule
applied.

Balance The value in this field is calculated as follows:
Carry Over + Year-To-Date.

Cost Centre If you use a specific Cost Centre for annual leave, this can be entered here and will
be the default when paying the leave.

Entitlement Details To review the currently established group rule, click the Details button here to
open the following window:

£ Current Year Annual Leave Entitlements 3
Entitlement
Haours

{ 12

03/04/2017 |
Entitlement

Frarm Haours Faid This Year
0304/2m2 160.00
o Add:F4 ‘ (& Edi:Fs | @DEIEIB:FE‘ Save:Fm‘

E Ewxit: Esc
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If you have attached a Leave Group to the employee, the appropriate leave rule will be written to
this window.

This window shows the leave accumulation history of the employee and also enables editing of
this information.

Select a line, then edit the Entitlement Hours to change or set the employee’s initial annual
entitlement (in hours). A change made here will override the group rule for the current year and
for the current employee. When the annual leave year rolls over, the rule will revert back to the
group rule.

Entitlement Units Enter the number of units that the employee is to receive on their next
entitlement date. If you are using Annual Leave Groups and the employee has been allocated to
one then this field is not available, as the value will be derived from the group rule.

Balance Details When completing your initial system setup, you invariably have existing
employees with leave balances to transfer to Exo Payroll. To enter these balances, click the
Balance button here.

Annual Leave Balances

-

2= Annual Leave Balances @

Annual Leave Balances

:

Carny Cher: 115.00

Year-To-Date: 0.00

Total Hours: 115.00
E% Save: F10 | x Cancel |

Personal Leave Balances

fu: Personal Leave Balances @

Personal Leaye Balances

Carny Chvar: ha.00
“ear-To-Date: 44 &1
Total Hours: 10261

E% Save: F10 | x Cancel |
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Long Service Leave Balances

-

#= Long Service Leave Balances @

Long Service Leaye Balances

Fre 16 August 1978 0.00
16 August 1978 to 17 August 1993: | 14589
Fost 17 August 1993
Carry Owver: 218.78
Current Accrual: 0.o0
Less Accrued Taken: lm
Total Hours: 278.67
Current Periad: | 25082011 to | 23/08/2016

E% Save: F10 | x Cancel

Carry Over This is the balance you are carrying over from previous entitlement years.

Pre 16 August 1978 Long Service Leave only. Accruals prior to 16 August 1976 that have not yet
been taken by the employee. If you are new to this system it is important to load any entitlements
still owing, from your previous records.

16 August 1978 to 17 August 1993 Long Service Leave only. Accruals between 16 August 1976 and
17 August 1993 that have not yet been taken by the employee. If you are new to this system it is
important to load any entitlements still owing from your previous records.

Post 17 August 1993 Long Service Leave only. Accruals after 17 August 1993 have not yet been
taken by the employee. If you are new to this system it is important to load any entitlements still
owing, from your previous records.

Carry Over This is the balance carried over from previous entitlement years.

Current Accrual Hours amassed since the start of the accrual period, to which the employee will
be entitled upon the next rollover. This field is automatically calculated by the Payroll.

Less Accrued Taken Hours of leave paid in advance.

Total Hours This is the total hours the employee is entitled to. When transferring balances from
your previous payroll system, you will most likely need to adjust the Total Hours. Do this by
entering a positive value to increase or a negative value to decrease it in the Carry Over field.

Entitlement Date Long Service Leave only. This is the date on which the employee becomes
eligible for Long Service Leave. This field is read-only if the employee belongs to a Long Service
Leave group; it can only be edited if the employee does not belong to a group.

Click Save to commit the change or Cancel to discard the change.
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Other Settings

Edit History Hours Paid Because leave is accrued on the employee’s actual hours, it is important
that the hours recorded for each pay are correct. If you found that you have made a mistake in a
previous pay, you can correct it in this window.

- Edit Hours Paid History | =
Gross Liable for _ Annual Leave |Personal Leave| Long Senvice [a|
SIS FEUE Annual Leave | Flours Paid Accrued fccrued | Leave Accrued
261032018 0.00 0.00 0.0000 0.0000 0.0000
2| 0110412018 1000.00 38.00 30769 153885 06653
3| D8/04/2018 1000.00 308.00 30769 15385 06653
4/15/04/2018 1000.00 38.00 30769 1.5385 06653
5| 221042018 1000.00 38.00 3.0769 1.5385 06663 —
5| 22104/2018 1000.00 33.00 28231 1.4615 06663
Totals: | 5000.00 | 190.00 | 15.2307 | 76155 | 33315
| View Payslio | [X] Export | %Sm:ﬂﬂl [= £ Esc |

To correct hours paid:
1. Locate the pay with the wrong number of hours paid.
2. Overwrite the value in the Hour Paid field with the correct number of hours.
3. Click on the Save button or press F10.

NOTE: You can click Copy to copy all data on the window to the clipboard, so that it can be
pasted into an external application, such as a spreadsheet. If Microsoft Excel is installed, the

Copy button is replaced by an Export button, which outputs the data to a Microsoft Excel file
in the XLSX format.

Entitled to Leave Loading at Most permanent employees are entitled to a leave loading. This is an
extra percentage of the annual leave payment, paid in surplus to the leave payment itself, in order
to offset the expected loss of overtime/incentives that the employee will experience while they are
away from work. If the employee has been awarded leave loading, enter the percentage rate
here, e.g. 17.50 for 17.5%. When paying outstanding annual leave, the value of the annual leave
taken will be increased by the percentage stated in this window. If the employee belongs to an
Annual Leave Group, this field is disabled, and displays the percentage set for the group.

Days of sick leave without medical certificate This is a placeholder for the number of sick days
taken by the employee, for which the payroll clerk did not sight a medical certificate. This figure is
loaded into the Leave Management (see page 130) section of the Current Pay window, during the
pay run.
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Other Tab

The Other tab of the Employee Maintenance window contains additional information about the
employee.

Employes Maintenance

Employee Details | Leave Entiflements Other User Defined l Motes ] Standard Pay
Ernployee: ] 1 i’WaIIac&, Edward James
— Ermail — Report Distribution ‘
Email address; |ed'.-.far:i@'deml: nstration.com,au " Email I Fint [ bdeStafinfo
Passward:  |[EDWWARD
Rosterad Days Off 1= Other

[~ Track RDO's for this employes Pay rauncding carried meard.]ﬁ
Accrue nooog  hours for each hour worked I Fepid Employes

Can acciual fo |—4IMIIII hours per pay r EXD Tirne and Attendance

Ermployves

Yalue hours &t | an average | payrate

Aosailable hnursm

Unpiaid Leawve - 1 Tirrne in Ligu- 1
CostCentre: [ 297p Time in Lieu Haurs: [ 000

Piew: F7 Mest: F3 Find: F3 Save: F10 e Delele : FB =+ Euil: Esc
l : |

Email

Email Address Enter the employee’s email address. Payslips generated by the Payslip - PDF Email
report (see page 187) will be forwarded to this address. This is an alternative to handing the
employee a paper slip or mailing payslips via post.

Password The emailed payslips will be in PDF format (employees will require Adobe’s Acrobat
Reader in order to read them - MYOB cannot assist you with the Adobe install process). Payslips
can be password-protected so that only the intended recipient can open the file in the Acrobat
Reader.

Report Distribution

Tick the Email, Print and/or MyStaffinfo boxes to determine how payslips should be distributed to
this employee when using the Distribution function (see page 207).
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Rostered Days Off

NOTE: This section is disabled for salaried employees if the Allow OverTime option on the

Employee Details tab (see page 82) is unticked.

Track RDO’s for this Employee If the employee is to accrue a Rostered Day Off each month, turn
this option on.

Accrue ... hours for each hour worked This is a multiplier that, once applied, will take a percentage
of the hours worked as an RDO accrual and remove the percentage of hours worked from the pay
to future storage (the Available Hours field) for application in a future pay.

Example:

An employee normally works 40 hours. Set the RDO rate to 0.05.
40 x 0.05 = 2 hours RDO accrual per pay period.

2 hours would go into the RDO accrual, on each pay.

Cap accrual to ... hours per pay This sets a limit on the number of hours on which the RDO rate
can apply. For instance, if the RDO rate is 0.05, setting a limit of 40 hours will ensure that the
employee cannot accrue more than 2 hours per weekly pay. Fortnightly employees may have a
limit of 80 hours; monthly employees may have a limit of 160 hours.

Value hours at ... pay rate Select the Hourly rate (see page 47) to value RDO hours at. The combo
box contains all available rates, as well as the option “an average”. When this option is selected,
the rate will be calculated by averaging the rate of all pay items on the Wages screen (see page
124) that are liable for RDO and that have Hours greater than O.

Available hours RDO’s will be stored to an accrual field each time a pay is run. When the
employee takes an RDO, the accrued units will reduce accordingly. The RDO is paid from the
Leave Management section of the Current Pay.

Other

Pay rounding Carried Forward Exo Payroll records this amount automatically, but the figure can
be maintained manually if changes are required. The figure shown in this field is changed every
time a pay period is updated.

When a pay rounding is required, the system will scan this area and try to incorporate this amount
into the pay. If it cannot use the full amount, it will adjust to suit. Remember that if rounding was
turned on and then off, there will probably be figures remaining here and they should be zeroed
out and the amounts paid to each employee as required.

When setting up an employee for the first time:

e If the employee has no Pay rounding carried forward when the payroll is being set up,
leave this field blank and the system will start accruing pay rounding automatically.

e If an employee has Pay rounding when the Payroll is being set up, enter the amount of
pay rounding the employee has, so the system can try to incorporate this amount into the
pay when an employee is being paid. This amount can be changed/altered at any time.

Rapid Employee/Exo Time and Attendance Employee If you have purchased the MYOB Exo Time
and Attendance system or you are using the MYOB Rapid Data entry system, these fields will be
available to use. This field allows you to define whether an employee is on the Exo Time and
Attendance or Rapid System and as such, their wage hour’s information will be imported into the
Payroll via MYOB Time and Attendance or posted from Rapid. It also notifies Exo Time and
Attendance which of your employees are using the TimeClock.
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Unpaid Leave

Cost Centre If you use a specific Cost Centre for each employee’s Unpaid Leave, this can be
entered here and it will be the default when this employee take Unpaid Leave.

Time in Lieu

Time in Lieu Hours Whenever a lieu day is worked or taken, the figures remaining after the pay
period are updated and transferred here to be stored. If an employee works on a public holiday
and is owed a day in lieu, this is paid in the current pay and the number of days/hours can then
be tracked.

User Defined Tab

The User Defined tab of the Employee Maintenance window contains extra generic fields that
may be used to customise your data. You can rename some of the “User Defined” fields, and add
information specific to your company’s storage requirements.

hes =

Employee Maintenance

Employee Details | Leave Entilements Other User Defined l Motes l Standard Pay

Ermployee: ] 1 [Wallaca, Edward James

i Uszer Defined Fields

™ User Defined Uszer Defined I M
™ User Defined User Definad | 77

Uszer Defined [
User Defingd [
Uzer Defined [
User Defined [ 0.00
User Defined
-]

=

| Q=F'lev:F? G"Nehﬁ:f-—ﬁ | gFEnd:FS | f% 55‘-xe':F1lZ|| f:} Delete: Fa EExit'Esc |

With User Defined Fields you can extend the power of the Exo Payroll storage system to record
items of interest that are not otherwise covered elsewhere, by turning on the “show user defined
fields” option in the Employees report (see page 188).

The following types of User Defined Field are available:
e Logical - Place a tick in the box to turn on a logical field.
e Date - Enter a date in the format dd/mm/yyyy.

e Text - Enter a short comment here.
e Memo - Enter a long comment or description here. It can run over several lines.
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To give a meaningful name to a field, double-click on the “User Defined” name; this will make the
caption editable.

NOTE: The names you enter for the User Defined fields apply to all employees, but the
information you enter for the fields’ values is specific to the employee you are currently

editing. For example, if you change one of the text fields to “Middle Name”, then this field
will be called “Middle Name” for all employees; however, the actual contents of the field is
entered separately for each employee.

Notes Tab

The Notes tab of the Employee Maintenance window enables you to make or edit personnel
notes on any employee.

Automatic entries are made when:

e The base hourly rate changes

e Salary changes

e Employee’s default cost centre changes

e Days/hours of annual leave or sick pay are paid

e Dollar amounts of annual leave or sick pay are paid
e An employee is terminated or reinstated

e The employee’s tax scale changes

You can enter general Notes at any time. These notes can also be printed out in the Employees
Report at any time.

Notes can be entered or edited from the Notes tab of the Employee masterfile window, by
selecting Employee Notes from the File menu or by pressing F12 anywhere in the program.

Employes: | 1 |wallace, Edward James

Dale | Type| Enlercd By | Mote | Remindtte | =]
Annual Leave Entitlerment changed from 160 Hours to ﬂ
160 Hours on 17 Kay 2007

120202012 H

Annual Leave Entitlement changed from 160 Hours to ||
160 Hours on 16 May 2007

2012 H I
=]
Annual Leave Entitlement changed from 0 Hours o 160 3

022012 H Hours on 16 May 2007 T
=]

4
‘ 4=Fueu;F?[ #Nem;Fa[ (& Fing: 73 [ E%Save.:ﬂﬂ| effm Add : F4 | [= €sit: Esc H
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From the Notes Tab, click on the Add button or press F4 to add a Note. The following window
appears.

= Mote X

Date: 181102016~ | Reminder Date: | / |
Entered By |4 Recipients: | J

Mote tvpe: |Annual Leawve j

E% Save: F10 Delete : FEB E Exit: Esc

Date This defaults to the current date. This would normally be left unchanged.
Entered By This field displays the User who entered the note originally.

Note type Select one of the note types set up on the Note Types window. In some cases a
Default note will be automatically entered by the system, such as when an employee takes Annual
Leave. These default notes can still be edited at a later stage.

Reminder Date Here you can enter a date to turn this note into a Reminder note. Reminder Notes
pop up on the Show Reminders window when you log in to Exo Payroll. When the date is
removed, the note will no longer appear as a reminder.

Recipients If this note is to be a Reminder Note, select one or more recipients for the note. Click

the J button for a selection.

All users are listed on the left; all recipients of the reminder are listed on the right. You can click on
users and drag them from one list to the other.

> Moves the selected user to the list of recipients.

>> Moves all users to the list of recipients.

< Moves the selected user from the list of recipients back to the main list.
<< Moves all users from the list of recipients back to the main list.

To edit an existing note, select the note and double-click it, or click Edit. This opens the same
window used to add notes, allowing you to edit the note’s details.

Click on the Save button or press F10 to save when you are finished editing.
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Standard Pay

One of the major advantages of a computerised Payroll is that it is not necessary to re-enter static
information each time the Payroll is processed. Each employee has a Standard Pay which
represents their default payroll information including usual hours worked, pay rates, salary,
allowances to be paid, deductions from the pay, PAYG, how the net pay is to be paid (direct
credit, cash or cheque), etc.

Employees’ Standard Pays are set up on the Standard Pay tab of the Employee Maintenance
window.

Employee Maintenance

Employee Details ] Leave Entilements | Cdher | User Defined Motes Slaﬂﬂﬂrﬂpﬂ'f
Employes: | 1 [Wallace, Edward James |£_ ]
Wiages |
P — | Wares: 25,0000 lgonaon
P R,
RS | Salary: 0.00
| Allowance Taxable non
Salary
Deduction Fre-Teax 20000
Dieductions |
Leane: nan
Hon-Cazsh Benefits |
Gross | axable: so0.00
Superannuation |
Ay [T Creanide 11300
Leoye Management |
Alloesance Non-Tax n.on
Costing |
Deduction Post-Tax .00
PAYG |
— Founding: nnn
How Faid 1
— | Met Foy: B/4.00
Hours Faid |

Defoult Payslip Mote Hours Baid: 3800

&= Prav F7 | =P Hew: F8 ] &y Find 73 | EE:l;Sa-.se-F1c| F meost | [= £« Escl

The right side of the Standard Pay tab shows the results of all the entries as dollar values. This
enables you to quickly see the actual standard pay in a similar format to a Payslip.

The following buttons are available on the left of the tab:

e Wages (see page 100) - This is where the employee’s standard or default wage hours are
entered. These contain as much detail as practical to make running the current pay as
quick and easy as possible. This option is only enabled if the employee has been setup as
Waged in the Employee Details tab (see page 82).

e Allowances (see page 102) - This is where the employee’s standard or default allowances
are entered. These contain as much detail as practical to make running the current pay as
quick and easy as possible.

e Hourly Rate(s) (see page 105) - This is where the employee’s standard hourly rate is
entered or maintained. This option is only enabled if the employee has been setup as
Waged on the Employee Details tab (see page 82).

e Salary (see page 106) - This is where the employee’s salary for their matching pay
frequency is entered. This option is only enabled if the employee has been setup as
Salaried on the Employee Details tab (see page 82).
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e Deductions (see page 107) - This is where any deductions that are to be taken out of the
employee’s pay on a regular basis are entered.

e Non Cash Benefits (see page 109) - This allows to you add extra items to the employee’s
salary package such as fringe benefits and salary sacrifice other than superannuation,
without affecting the employee’s gross pay.

e Superannuation (see page 111) - This is where you set the applicable superannuation
contributions for the employee. These contributions can be made up of Employer
Contributions, Salary Sacrifice Contributions and Employee Contributions.

e Leave Management - This button is not available for the Standard Pay; you can only view
an employee’s leave when running a pay (see page 120).

e Costing (see page 113) - If you want to proportionally cost an employee’s wages or salary
by hours or by percentages to different Cost Centres, this is where it is switched on at both
the employee level and setup.

e PAYG (see page 114) - If left unaltered, the computer will automatically calculate the PAYG
payable on the employees’ gross taxable amount, based on the tax code selected in the
Employee Details Tab. If required, you do have the ability to override the PAYG with your
own amounts.

e How Paid (see page 114) - This is where you set up the way an employee’s net pay is to be
handled. You can set up payment by direct credit, cash or by cheque or a combination of
these.

e Hours Paid (see page 117) - For the purposes of the Standard pay the number shown in this
field is the number of hours that the standard pay represents. This is primarily used to
value leave payments at the standard daily rate.

e Default Payslip Note (see page 117) - This is a specific note for the employee, which will
appear on that employee’s payslip only. This note will be carried forward to each Current
Pay, when the pay is created.

You can click the Jjé button to generate a preview payslip showing the employee’s Standard
Pay.

Standard Pay - Wages

Clicking the Wages button on the Standard Pay (see page 99) tab open this window, where an
employee’s wage information is entered. It shows the standard number of hours the employee
works for their selected pay frequency. If the employee works a varying number of hours or is a
casual/part time employee this can be left as zero in the Standard Pay and the hours can be
entered on a pay period by pay period basis. Standard Pay also displays the hourly rate, the
amount (if a number of hours are entered), the pay rate type (as per the Payroll Setup window)
and the pay rate description.

If no hours are entered here in the Standard Pay, then every time that a pay is created, the
employees hours to be paid will have to be entered. We recommend that you enter at least the
employees’ base hours, as this speeds up the Payroll processing on pay day, as the standard pay
is copied and becomes the current pay. Therefore on pay day you will only need to alter the hours
if they vary from the standard pay.

If the Auto load wage lines option was selected during Step One: Payroll Setup (see page 43),
then the pay rate types that were selected then will appear here. No hours are listed beside each
line, just the ability to be paid that pay rate type.
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i

e Wages [/ Allowances £%
Wages Allowances
Employes: | 1 |wallace, Edward James
Hours Rate Amount Pay Rate Description Code Cost Centre Cost Centre Name |:|
40.00 25.0000 1000.00| Ordinary - 1 2210 NSW/Accounts/Wages |
0.00 25.0000 0.00) Time & Half - 1 2210 NSW/Accounts/\Wages
0.00 25.0000 0.00| Double Time - 1 2210 NSWiAccounts\Wages
=l
Total Hours 40.00
&= Prev : F7 | S Newt : F3 | Efm Add: F4 | (5 Edit:F5 | G Save: le Delete FE| [=; Exit:Esc

To alter the details of any wages line, click on a field for the line concerned and enter the new
details. Alternatively, double-click the line or highlight it and press F5/click Edit. This opens a

window that allows you to enter new details or change existing details. (The same window is used
for adding new wage lines.)

i

e Editing Wage for - Wallace, Edward James

Wage Rate Type: !
Hourly Fate Code: |1 -Rate 1 j

Hourly Fate: I ¢h. 0000
Murnber Hours: I 0.00

Armount: 0.00

Cost Centre: [ 2210 | NSW/Accountsfwages

Alternatve Type Desc: |

% Save: F1EI| E Euit: Ezc |
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Wage Rate Type Choose the pay rate type you want to allocate. These are listed from the types
created in the Payment setup section (see page 43) of the Payroll Setup window. They show the
rate type number, the description and the multiplier of the hourly rate. This window defaults to
Pay Rate Type 1.

Hourly Rate Code Where you are using multiple Hourly Rates (enabled or disabled in the Other
section (see page 40) of the Payroll Setup window) this field represents the code or number of the
rate that is being used.

Hourly Rate Where multiple Hourly rates are used, this field is read-only and shows the rate
specified for the selected Hourly Rate Code.

If multiple Hourly Rates are not used, this field shows the employee’s base hourly rate. It defaults
to the hourly rate entered in the Hourly Rate window (see page 105). It can be changed at any
time. To change the hourly rate, enter the new rate over the top of the old. The Base Rate is used
for each Rate Type i.e. if the employee’s Hourly Rate is $10.00 per hour then this shows up against
each line that was applicable.

Rates used for overtime always display the base rate, as the system will multiply this by the Rate
factor as set up in the Payment setup section (see page 43) of the Payroll Setup window. Note that
if the hourly rate is changed after a pay period has been opened the new hourly rate will not take
effect until the next pay period is opened.

Number Hours For the purposes of the Standard Pay, the number of hours line is where you type
the number of hours for each pay rate type the employee would get for an average pay period.
The reason for doing this is so that when a pay period is created, for most pay periods you will
only need to enter the Wages window if there are changes to be made, e.g. if an employee
normally works a 40 hour week, but they can occasionally work overtime at 1.5 times the hourly
rate. In this case, load 40 hours for ordinary time and leave the overtime hours field blank.

Amount This is an automatically calculated field that is the result of the Hourly Rate multiplied by
the Number Hours.

Cost Centre Use this field to enter the cost centre number if it is different from the employee’s
default cost centre.

Cost Centre Name This is the Cost Centre Name or Description for this Cost Centre.

Alternative Type Desc In this field you can enter an alternative description to be used instead of
the Pay Rate Description. This is useful when you want to differentiate different hours paid at the
same pay rate multiplier, e.g. overtime paid during the week vs. overtime paid on Saturday.

Once you have entered all the required information, click Save or press F10 to save and return to
the Wages window.

If further standard hours are to be loaded or edited for this employee repeat the above process
for each new or existing wage line.
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Standard Pay - Allowances

This is where all of the employee’s standard pay allowances are entered, both taxable and non-
taxable. Allowances entered here do not have to have quantities giving dollar values. These
quantities can be added in the Current Pay, so allowances entered here can signify just the ability
to be paid an allowance thus saving you time when doing a Current Pay.

To add an allowance for an employee click on Allowances button in the Standard Pay (see page
99) tab. This opens the Allowances window.

e Wages [/ Allowances £%
Wages Allowances
Employee: | 1 |wallace, Edward James
| Code Allowance Unitz Pay Rate Amount Type |Costcentre |[Cost Centre Description
Bonus 0.00 2030 NSW/BONUS

&= Prev : F7 | S Newt : F3 | Efm Add: F4 | (5 Edi:F5 | B Save:F'IEI| Delete:FE| [=; Exit:Esc

This window is where an employee’s standard allowances are entered. It displays the allowance
code, the description, the units quantity, the rate, the amount and the type.

If no allowances are entered here in the Standard Pay, then every time a pay is created, the
employees’ allowances to be paid will have to be entered. We recommend that you enter at least
the employees’ basic allowances or allowances they could receive from time to time, as this
speeds up Payroll processing on pay day, as the Standard Pay is copied and becomes the Current

Pay (see page 120). Therefore on pay day you will only need to alter the allowances if they vary
from the Standard Pay.

To alter the allowance contained in any wage line, double click on the line concerned and edit the
required units/rate or highlight the line concerned and press F5.
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To manually add new allowances, press the F4 key or click Add.

o Allowances | £3 |
Allowance Code: I 1 IEh:unus
Calculation kethod: IFixed Dallar Amount LI

I_Inits: I 0.0a
Rate: I 0.0000
Armount; I n.an

Tax Withholding kethad: Additional payment relates to Ianumberufpay perods j

Determine gross earnings from Ithia pay j

Fate Twpe: I
“Wage Rate Code: I
Cost Centre: | 2030 _I NEW/BONUS

B Find F3 | E%Save:F'lEll [= Exit:Esc |

Allowance Code If you know the code for the allowance you want to add, enter the code in the
Allowance code field and press the Enter key. If you do not know the allowance code or an
allowance code is entered that does not exist, press F9 or click Find and a list of available codes
will appear. Select the code you require from the list.

TIP: If you want to set up a completely new allowance or alter the structure of an existing
allowance, press F2 to open the Maintenance menu. Choose Allowances to create the

allowance without having to exit from the employee file.

Calculation Method This shows the method of calculation for this particular allowance, as set up
in Step Two: Add Allowances (see page 57).

Units Enter the number of units (humber of times) that you would like this allowance to be paid.
You can leave the number of units blank so that there is no amount to be carried in to the Current
Pay - you can then enter the number of units while processing the Current Pay. This field is not
available for allowances that are calculated automatically on the number of hours an employee
works.

Rate Enter the rate this allowance is to be paid at if there is not a default rate. This can be used as
a fixed amount or a rate per unit.

Amount Enter the amount to be paid for this allowance.

Additional payment relates to Select whether this Allowance payment relates to a single pay
period or a number of pay periods.
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Determine gross earnings from This property is available when the Additional payment relates to

property is set to “a number of pay periods”. In this case, specify how the gross earnings should be
calculated for taxation. Choose from:

o this pay - gross earnings are determined from the gross earnings (salary/wages, taxable
allowances, additional payments) in the Current or One Off Pay.

e average gross taxable YTD - gross earnings are determined by averaging the gross taxable
earning for the financial year to date over the number of pays received.

Rate Type This property is only available if the calculation method is an Hourly Rate. Enter which
pay rate type you want to use, based on the types set up on the Payment setup section (see page
43) of the Payroll Setup window. Normally 1 means ordinary time, 2 means a form of overtime etc.
Leaving this field blank will mean the Ordinary Hourly Rate is used.

Wage Rate Code Where you are using Multiple Hourly Rates this field represents the number of
the rate that is being used.

Cost Centre Use this field to enter a Cost Centre number if you want to specify a Cost Centre
different from the employee’s default Cost Centre.

Once you have completed this window click Save or press F10 to save and return to the
Allowances window. If further allowances are to be loaded for this employee, click Add or press
F4 and repeat the process until all the allowances have been entered.

Standard Pay - Hourly Rates

Clicking the Hourly Rates (or Hourly Rate) button on the left of the Standard Pay tab opens a
window where you can enter the employee’s normal hourly rates. The Exo Payroll system uses
this base rate for both ordinary and when multiplying penal or overtime rates.

If the Multiple wage hourly rates option is enabled in the Payment setup (see page 41) section of
the Payroll Setup window, the Hourly Wages Rates window lets you specified a value for up to
nine hourly rates. The default hourly rate is selected on the Wages (see page 100) window.

== Hourly Wage Rates £3

Standard Rate 14.0000
Special Rate 25.0000
Rate 3 0.o0an
Rate 4 0.o0an
FRate & 0.o0an
Rate b 0.o0an
Rate 7 0.o0an
Rate 8 0.o0a0
Fate 9 | 0.0000

E% Sawve: F10 | E Euit: Esc
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If Multiple wage hourly rates is disabled, the Hourly Wage Rates window lets you specify the
employee’s hourly rate directly.

i 1

#= Hourly Wage Rates 3

Standard Rate | 15.0000

E% Save: F'IEI| E Euit: Esc

Click the Save button or press F10 to save.

NOTE: Normally, the rates on this window become read-only if an award and pay class (see
page 251) have been applied to the employee. However, you can use the Do not overwrite

standard pay Hourly Rates when Pay Class rate is zero option on the pay class to make
some rates read-only and others editable.

Standard Pay - Salary

If the employee is classed as a salaried employee, the Salary button will be available on the left of
the Standard Pay (see page 99) tab. Clicking this button opens the Salary window:

i =

e Employee Salary =B |

Annual Salary: I 5494949.58
YWeekly Salary I 1057 64
Hourly Fate: I ehb. 4423

E% Save: F'IEI| E Euit: Esc

To enter an employee’s salary, enter either their Annual or Pay Period Salary in the appropriate
field. The alternate field is calculated automatically. This can be changed at any time. Note that the
effective Hourly Rate will also be shown - this is derived from the salary per pay period divided by
the hours.

Once the salary has been entered, click Save or press F10 to save the salary amount and return to
the Standard Pay window.
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Standard Pay - Deductions

The Deductions window lets you load deductions in one-by-one to complete the deductions
required for the employee’s Standard Pay. To enter standard pay deductions, select the
Deductions button from the Standard Pay (see page 99) tab. The Deductions window is then
shown.

#o Deductions EX
Employee: |1 [wallace, Edward James
Code Deduction Mame | Jzual &t | Actual Ak | Bank, | Branu:h| Account Bank Ref Balance I;I
Child Support 3.00 3.00 U.UU|
6 Union Fees 5.00 5.00 0.00

efm Add: F4 | (5 Edit:F5 | @Delete:FEl E%Save:F'lDl

TIP: If you want to set up a new deduction or alter the structure of an existing deduction,
you can press F2 to open the Maintenance window. Choose Deductions to create the

deduction without having to exit from the employee file.
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To add a new Deduction click the Add button or press F4, and the following window will appear:

-

£ Deductions EZ

Deduction Code: 4 Child Support
Fate: 0.000m0

Arnount; 3.00

Feducing Balance:

Frotected Earnings

Armount: 35445

Cost Centre: 2080 . | NSW/CHILD SUPPORT

Direct Credit

B=E Mumber Account
| 000 -[oo0 | ooooooooo
(0if not paid by OC)

Feference: |

Find: F3 | E%Save:F1El| [= Esit:Esc

Deduction Code If you know the code for the deduction you want to enter against an employee,
enter the code and press ENTER to continue. If the deduction code entered does not exist, a list of
available codes will appear. Select the code required then click on it or press ENTER. You can also
press F9 or click Find for the list of codes.

Rate If the deduction has a fixed rate it will appear here.

Amount This field is only available if there is a dollar value to be entered for this deduction. If a
deduction is required, enter the amount to be deducted.

Reducing Balance This field will be enabled if the deduction has been set up as a Reducing
Balance type deduction then. Enter the opening or remaining balance here. If this field is left
empty then the deduction will not come out. The deduction will reduce this amount each pay
period until it gets to zero, at which time it will stop deducting.

Protected Earnings Amount If this deduction is for child support, the appropriate protected
earnings amount will be drawn from the deductions masterfile.

Cost Centre Use this field to enter the Cost Centre number if it is different from the employee’s
default Cost Centre. If you have entered a Cost Centre in the deductions masterfile, that Cost
Centre will be the default and cannot be changed in this window.

Direct Credit If this deduction is to be direct credited to a bank account on behalf of the
employee, enter the account number here.

Once you have completed this window click Save or press F10 to save and return to the
Deductions window. If further deductions are to be loaded for this employee, click Add or press F4
and repeat the process until all the deductions have been entered.
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Standard Pay - Non-Cash Benefits

Non-Cash Benefits are loaded in one-by-one to complete the benefits required for the employee’s
total salary package per pay period. To enter standard pay deductions select the Non-Cash
Benefits button on the left of the Standard Pay (see page 99) tab.

= Non-Cash Benefits =
Emploves: I 1 IWaIIace, Edward James
Code I ame | Arnount Rate Cozt Centre Cogt Centre M ame I;I
Laptop 0.00 0.0000 2210 NSWfﬁccnuntsﬂHag94
e Add : F4 | (G Edi:F5 | BT Save:F'IEIl @Demte:ﬂal [= it Esc

TIP: If you want to set up a completely new benefit or alter the structure of an existing

benefit, you can press F2 to open the Maintenance window. Choose Non-Cash Benefits to
create the deduction without having to exit from the employee file.
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To add a new benefit click on the Add button or press F4. The following window appears:

fvo Mon-Cash Benefits

-

Emplayee: 1 |Wal|an::e, Edward James
Code: liENZI
Cescription: |Fringe Benefits
Fayment Type: |Fringe Benefit J
Fund Mumber: I—
Calculation Method: |Fixed Dallar Amount J

Armount: 0.0o
Fercentage Rate: 0.0000
Cost Centre: 2210 J MEWACcountsAages

| Exempt from Fringe Benefits Tax (FET)

[&] Find: F3 |E%Save:F1D| [= Exit: Esc

Most of the details on this window cannot be edited, as they are derived from the Non-Cash
Benefits masterfile.

Code If you know the code for the benefit you want to enter against an employee, enter the code
and press ENTER to continue. If the benefit code entered does not exist, a list of available codes wiill
appear. Select the code required then click on it or press ENTER. You can also press F9 or click Find
for the list of codes.

Description The name derived from the Non-Cash Benefit masterfile.
Payment Type The type of payment derived from the Non-Cash Benefit masterfile.

Calculation Method The transaction calculation method derived from the Non-Cash Benefit
masterfile.

Amount This field is only available if there is a dollar value to be entered for this benefit. Enter the
amount to be deducted and then press ENTER to continue. This field will only be able to be edited
if there has been no amount setup in the Non-Cash Benefits masterfile.

If the amount is for a Fringe Benefit, enter the taxable value of the benefit, prior to any FBT or
GST-related Gross Up calculation.

Percentage Rate If the benefit has a fixed rate it will appear here.

Cost Centre Use this field to enter the Cost Centre number if it is different from the employee’s
default Cost Centre.
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Exempt from Fringe Benefits Tax (FBT) This option is available for Fringe Benefits, if the company
is exempt from FBT (as determined by the options on the Employer details section of the Setup
Payroll window (see page 23)). When an employer is exempt from FBT, it is still possible for
employees for an employee to perform some duties that are exempt from Fringe Benefits Tax,
and some duties that are not. You can edit this option to control whether or not individual Fringe
Benefits are exempt from FBT.

Once you have completed this window click Save or press F10 to save and return to the Non-Cash
Benefits window. If further deductions are to be loaded for this employee, click Add or press F4
and repeat the process until all the deductions have been entered.

Standard Pay - Superannuation

To add superannuation contributions for an employee click on Superannuations button in the
Standard Pay (see page 99) tab. This opens the Superannuations window.

to | Superannuations 3
Employes: | 1 |WaJIaJ:B, Edward James
Type | Hama | Amowt | %ofGross | CostCerire | Cozt Centre Mams | Limit 5GC | ]
| | 3-| Wallace Private Supe 200.00 2040 NEWIEMPLOYEE SUPER
L #  Wallace Private Sups 95,00 9.5000 2041 NEWIEMPLOYER SUPER
=]
=) Emplayes Superanmwation i Employer Superannuation
[ add: 74 | (o EditoFs | (& Smrc:F1ﬂ| = Dcldc:F$| [= et Esc |

To add a new Superannuation contribution, click the Add button or press F4. A list of all
contributions (see page 232) set up in the Superannuations masterfile will appear. Select the
contribution you want to add to this employee.
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= Superannuation Edit 3
Employvee: 1 |Wal|au:e, Edward James
Mame: |Wal|an::e Frivate Supe

Calculation kethod:

% of Gross Fay J

Superannuation Type: |Emp|nyer5uperannuatil:ln J

Superannuation Provider: |Wal|a|::e Frivate Insurance J

Contribution Type: |SG J

Fercentage Rate: 5.5000
Amount: 95.00

Fund Member ID: 1401301

Cost Centre: | 2041 J NSW/EMPLOYER SUPER

[&] Find: F3 |E%5ave:F1n| [= Esit: Esc

Most details on this window cannot be edited, as they are derived from the Superannuations
masterfile.

Name The name derived from the Superannuations masterfile.

Superannuation Type The superannuation type is derived from the Superannuations masterfile.
Calculation Method The calculation method is derived from the Superannuations masterfile.
Payment Type The payment type is derived from the Superannuations masterfile.

Superannuation Provider The superannuation provider is derived from the Superannuations
masterfile.

Contribution Type The contribution type is derived from the Superannuations masterfile.

Percentage Rate If the Calculation Method is set to percentage of Gross Pay, you are required to
enter the rate at which the contribution should be calculated. If a default rate is entered in the
Superannuations masterfile, it will be used here.

Amount [f the Calculation Method is set to Fixed, you are required to enter the amount of the
contribution. If a default amount is entered in the Superannuations masterfile, it will be used here.

Fund Member ID This is the Superannuation Fund Number for this employee. This number is
used to identify the employee when paying superannuation contributions to a clearing house
service (see page 171).

Cost Centre Use this field to enter the Cost Centre number if it is different from the employee’s
default Cost Centre. If a Cost Centre has been entered in the Superannuation masterfile, it will be
the default and cannot be changed in this window.

Once all the details have been added click Save or press F10 to save this employee’s
superannuation contribution and return to the Standard Pay tab.
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Standard Pay - Costing

If you want to proportionally cost an employee’s wages or salary by hours or by percentages to
different Cost Centres, click the Costing button on the left of the Standard Pay (see page 99) tab to
open the Costing window:

#= Proportional Costing [-£3-|

¥ Fropartional Costing

bdethod: IPercentage "l
Total Fercentage: | 100.00

Total Entered: | 100.00

Portion Cost Centre Cost Centre MName
20.00] 2110 | NSW/Rdmin/Wages B
20.001 2210 |N3W/Accounts/Wages

e add: F4 | 4 Edi:F5 | @Deletezﬂal E%Save:ﬁ[ll

This is used only where a wage or salary is allocated to specific Cost Centres proportionally, either
by hours or a percentage. This is normally done in the case of salaried employees, e.g. an
employee is on a weekly salary of $500.00 and you want 25% of that to be costed to Admin, 25%
to be costed to Accounts and the remaining 50% to be costed to Marketing.

To turn on Proportional Costing, tick the check box at the top of the window.

Press F4 or click Add to add a Cost Centre and its proportion.

=

= Proportional Costing

Farion: I 0.00

CostCentre: | |

[&] Find: Fa | %Save:ﬁﬂl [= Evit:Esc |

In the Proportional Costing window that appears enter the proportion (as a percentage) and the
Cost Centre. Continue to add Cost Centres and proportions as required.

NOTE: The portions must add up to 100 in total for the Percentage method and to the Total

Hours for the Hours method.

When you have completed this process, click Save or press F10 to save this and return to the
Standard Pay tab.
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Standard Pay - PAYG

There is a provision in the Standard Pay to override the PAYG calculated by Exo Payroll to meet
any special needs of the employee. This function is not normally used.

Click the PAYG button on the left of the Standard Pay (see page 99) tab to open the PAYG
window:

Bl PAYG £3

[ Adjust by Last Pay

Total P&y'G Deduction: 113.00

Includes Student Loan Repayment: 0.00

E% Save: F10 | E Euit: Ezc

Override PAYG Click this checkbox to turn the override on.

Adjust by Last Pay This option is only available in a One-Off Pay (see page 166). If this option is
disabled (the default setting), the One-Off gross taxable earnings will be taxed according to the
appropriate tax tables for that employee’s tax code and pay frequency.

If this option is enabled, the gross taxable earnings for the last 2 pays (inclusive of the One-Off Pay
and previous Current Pay) are combined. Then, Exo Payroll ascertains the correct amount of PAYG
on the combined gross earnings. The combined PAYG is then subtracted from the current pay
PAYG, with the remainder of PAYG to pay being declared as the One-Off Pay PAYG.

You would enable this option if you are doing a correction for a previous current pay period,
usually in the case of an underpayment, and you want the one off pay earnings taxed as if it were
paid in the last current pay.

Total PAYG Deduction Enter the amount to deduct. This field is only available if you selected the
Override PAYG option.

Includes Student Loan Repayment If the employee is on a student loan repayment scheme, you
can also enter a student loan repayment amount when the Override PAYG option is selected.

Click Save or press F10 to save and return to the Standard Pay window.
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Standard Pay - How Paid

The How Paid window is used to set up how you are going to deal with an employee’s net pay -
by Direct Credit, Cash or Cheque. Each of these options is covered on this window. Click How Paid
on the left of the Standard Pay (see page 99) tab to open the How Paid window:

£ How Paid 3

| 1 |allace, Edward James

Direct Credit: Cimg! * Yog 2dd/E dit Direct Credits

Direct Credit Amount; G77.00 Balance Paid

Fay Cash: * Mo T ves { Balance
Cash Amount: Actual:
Fay Cheoue: * Mo ez { Balance

Cheque Amount; Actual:

Cash Analysis:

5c 10c 20c 50c $1 $2 $5 10 $20 $50 $100
AN TS S I NS NI DA (U

[ Crwerride Rounding Founding: 0.00

E% Save: F10 | E Ewit : Ezc

Paying by Direct Credit

Direct Credit Select “Yes” to set up an employee to get paid by Direct Credit, then click Add/Edit
Direct Credits to add one or more direct credits for the employee:

-

2 Direct Credits of Pay

lzual Arctual

s Add: F4 | G Edi:Fs | @Delete:FE| E%Saue:F1n|
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Click Add or press F4 to add a new direct credit entry, or select an existing entry and click Edit or
press F5 to edit it. For each entry you add or edit, you must fill in the fields as follows:

£ Direct Credit £

BSEB Mumber Account
| oo -] |

Feference: |

Friarity: I_E

|Pa§,.f Ficed Amaount j

Fequired Amount: 0.00

E% Save: F10 | E Exit: Esc

BSB Number Type in the employee’s Bank State and Branch portions of the employee’s bank
account number.

Account Type in the Account portion of the employee’s bank account number.

Reference A reference is a description for this direct credit. E.g. Wages, Salary or Rent. Type in the
reference name required.

Priority Each new Direct Credit is given a priority starting from 1, going up to 99. If you want to
alter this from the default priority given, type in the priority number you want this direct credit to
have.

Pay option Choose from one of the following options:

e Pay Fixed Amount - If this line is for an actual required amount, select this option and then
enter the required amount in the field below.

e Pay Balance Of Pay - Select this option if this is the last line for the employee’s residual
balance or the employee has all their net pay credited to one Bank account.

e Allow Part Payment - If you want to enable a part payment into this Bank account, select
this option and then enter the required amount in the field below.

Required Amount |[f this direct credit entry stands for either the entire employee’s net pay or the
remaining balance of the employee’s net pay then this field is disabled and the amount will be
displayed; otherwise enter the amount to credit.

Having entered the required details click Save or press F10 to save the direct credit entry and
return to the Direct Credits of Pay window. You can continue to add new direct credit entries as
necessary.

When you have completed this process, click Save or press F10 to save and return to the How
Paid window.
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Paying by Cash or Cheque

Pay Cash If the employee is to have some or all of their pay in cash, enter the details here. If it is
to be a set amount, select “Yes” and enter the Cash Amount. If the Balance is to be paid in Cash
select “Balance”.

The Cash Analysis section shows the denominations to be paid to the employee, based on the
options select on the Payment setup (see page 46) section of the Payroll Setup window.

Pay Cheque If the employee is to have some or all of their pay by cheque, enter the details here.
If it is to be a set amount, select “Yes” and enter the Cheque Amount. If the Balance is to be paid in
Cash select “Balance”.

Once you have set up all pay options, click Save or press F10 to save and return to the Standard
Pay tab.

Standard Pay - Hours Paid

Clicking the Hours Paid button on the left of the Standard Pay (see page 99) tab opens the Hours
Paid window.

i o

#: Haours Paid &3

Hours Paid For Leawve Calculations:

Affects how an employee's leave is valued and would
not narmally be changed, unless the emplovee was not
going to be paid in the next pay period.

The walue entered here should be equal to one or mare
full pay periods:

The tatal number of haurs paid | 38.00

E% Save: F10 | E Exit: Ezc

This field is used for showing the number of ordinary days/hours that this pay stands for. It is not
normally changed. It is used for valuing many types of leave including annual leave via the
standard daily rate calculation, which sums from the Standard Pay, the standard contracted wages
and allowances liable for annual leave, and divides by the ordinary days paid over that period.

For the purposes of the Standard Pay, the number shown in this field is the number of hours that
the standard pay represents, e.g. 38 hours wages plus allowances stands for 5 days pay, so Days
Paid is 5. If you are paying Annual Leave by the day, or 38 hours wages plus allowances stands for
38 hours pay, so Hours Paid is 38 if you are paying Annual Leave by the hour.

This field will default to a number based on the employee’s pay frequency and the defaults
entered in the Employee Defaults Setup section of the Setup Payroll window (see page 25).

Enter the number of days that this employee’s pay represents (or the new default). Click Save or
press F10 to save and exit back to the Standard Pay tab.
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Standard Pay - Default Payslip Note

Click here to add an individual note on this employee’s payslip. This note will be for this employee
only and will be added to their payslip every pay, unless it is overridden in the Current Pay (see
page 149).

o

== Payslip Mote EX

Mate Type:  |PM

This is a note thatwill appear on the payslip.

E% Save: F10 | E Euit: Ezc

TIP: Notes for all employees can be added when printing the Payslip report (see page 184).

Other Optional Setup Functions

Depending on which options you chose in the Payroll Setup (see page 21) window, there are a
number of other areas that may need to be set up. These can be found on the Maintenance
Menu:

e Adding Superannuation Contributions (see page 232)
e Adding General Ledger Codes (see page 236)

e Adding Note Types (see page 236)

e Adding Annual Leave Groups (see page 238)

e Adding Personal Leave Groups (see page 240)

e Adding Long Service Leave Groups (see page 241)
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Running a Pay

How to Run a Pay

.
e

There are several ways to run a pay with MYOB Exo Payroll. For new users we recommend you
use the easiest method: the MYOB Pay Cycle, which steps you through the simple five-step pay
process.

In all MYOB systems, when you open, run, or create a new pay period, the Standard Pay (see
page 99) or default pay setup for each employee is copied over and becomes what we term the
Current Pay (see page 120). This means that where your employees’ pay for this pay period is the
same as their Standard Pay, you do not need to do anything, as they are paid automatically. In
case of an employee whose pay is different this period e.g. they have overtime or annual leave,
these exceptions are all you need to enter. This method of processing payroll significantly reduces
the time it takes to run the payroll each pay period.

Click the Pay Cycle button on the toolbar or select Pay Cycle from the Help menu. This opens the
Pay Cycle window:

|
J

m |

= Pay Cycle Y
Step 1

Add ary new emplopees or martain any curent
emplopee’s standard infaimation; i e, Pay rate,
Alowances and Deductions etc.

Step 6 g MI

Single Touch st
Payral ato l
Step 2

q Open the Current Pay. Make

any changes to the Current
Pay Cycle J

E

Pay ie enter Dvertime,
Anrual Leave, etc.

Step 5

Update the Pay @‘ [

and Backup

@ Step 3
Prit ary of the Standard Repots.

R

Pay any Direct Credis.

E Exit: Esc

Click on each of the steps in turn to perform all of the necessary operations for running a pay.

e Step One: Add/Edit Employees (see page 120)
e Step Two: Current Pay (see page 120)

e Step Three: Print Reports (see page 156)

e Step Four: Direct Credit Transfer (see page 158)
e Step Five: Update Pay (see page 160)

e Step Six: Single Touch Payroll (see page 161)

TIP: An alternative method, and one you may use when you become more familiar with Exo

Payroll, is to access the various steps via the menu (see page 2) or toolbar (see page 9).
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Step One: Add/Edit Employees
Add/Edit Employees

E 3]

The first step in the Pay Cycle is to add any new employees if you have not already done so, or
edit the masterfiles of any existing employees as necessary, e.g. make permanent changes to their
pay rate, etc.

See Setup Cycle Step Seven: Add/Edit Employees (see page 81) for details on adding and editing
employees.

Step Two: Current Pay

Current Pay

4

When running a pay, you open a new pay period - the Current Pay - and make any changes for
that specific period e.g. enter overtime, add any one-off allowances, enter annual leave or sick
leave taken etc.

Select Step Two from the Pay Cycle (see page 119) and the following window appears:

o

e Current Pay £3

Fay Frequency: Monthly

Fay Period Start Date: Wﬂ
Fay Fetiod End Date: Imj
Fhysical Payment Date: Imj
506 Expected Fayment Date: Mﬂ

Edit Pay Create Mew Pay | E Exit: Esc |

TIP: You can also edit the Current Pay by selecting Current Pay from the Pay menu or

clicking the Current Pay button on the Toolbar.

Select the Pay Frequency you want to run and, if this is your first pay, enter the Pay Period Start
Date and Pay Period End Date (representative of the accounting period that this pay falls into) and
the Physical Payment Date (representative of when the employees receive their pay). The Physical
Payment Date should be the date on which the bulk of your employees get paid, i.e. the date the
money is transferred out of the company wages account.
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Specify the SG Expected Payment Date, which is the date that employees can expect their
Superannuation Guarantee (SG) contributions to be paid by. This date will be displayed to
employees on their payslips. It cannot be earlier than the Physical Payment date, and cannot be
later than the SG cut-off date for the current quarter. The cut-off dates for each quarter are:

e Forthe quarter 1 January - 31 March, the date is 28 April

e Forthe quarter 1 April - 30 June, the date is 28 July

e Forthe quarter 1July - 30 September, the date is 28 October

e Forthe quarter 1 October - 31 December, the date is 28 January

Once the first pay has been set up, the pay dates will roll over automatically when you update the
Pay (see page 160). If you ever need to change your Pay Period End Date you can do so, but only
if the Current Pay has not been created.

Having entered the date, click the Create New Pay button. You will be asked to confirm that you
want to create the new pay. Click Yes.

NOTE: Once a Pay is created, the Edit Pay button becomes available, allowing you to go

back and make changes to the pay at any time.

You will be presented with the Staff selection window. Enter the Employee Code (see page 82) or
Alpha Code (see page 82) of the first employee whose pay you want to edit.

~ Employee L= |
Enter Employee Code or Alpha Code: |

[&] Find: F3 | [= Esit: Esc |

The Current Pay window appears, showing the Current Pay for the selected employee. All of the
information in the employee’s Current Pay defaults to the values specified in their Standard Pay
(see page 99). You can edit this information as required. Exo Payroll dynamically calculates the
pays as data is entered, so you see the results immediately.

NOTE: Under normal circumstances you would not need to go into every window for every
employee. Usually, the most that is necessary is to edit the Wages window (see page 124) to

enter any overtime. If there are no changes that need to be made to an employee this pay
period, their pay is automatically created based on the Standard Pay.
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The column of buttons down the left of the window is used to edit various aspects of an
Employee’s Current Pay. You cannot edit the fields on the right.

e Current Pay &
Employves: 1 |"Wallace, Edward James {E m
Wages Wages: 25.0000 1000.00
Allowances Salany: 0.00
Hourly Bates Allowance Taxahle: 0.00
Salary Deduction Pre-Tax: 200.00
Deductions Leawve: 0.00
Mon-Cash Benefits Gross Taxable: 80000
Superannuation PAYG: [~ Override 113.00
Leave Management Allowance Man-Tax: 0.00
Losting Deduction PostTax; a8.00
PAYG
= Founding: 0.00
How Faid
— MNet Pay: 679.00
Hours Paid
Fayslip MNote
Termination Wizard Hours Paid: 38.00
42 Prew: F7 | I# Mest: F3 | Find : F3 | E% Save: F10 | H Reset | E Exit: Ezc

The following buttons are available on the left of the window:

Wages (see page 124) - This is where the employee’s wage hours for the Current Pay are
entered. This option is only enabled if the employee has been setup as Waged in the
Employee Details tab (see page 82) of the Employee Maintenance window.

Allowances (see page 124) - This is where allowances for the Current Period are entered.

Hourly Rates (see page 125) - This is where the employee’s hourly rates are entered or
maintained. This option is only enabled if the employee has been setup as Waged in the
Employee Details tab (see page 82) of the Employee Maintenance window.

Salary (see page 126) - This is where the employee’s salary for their matching pay
frequency is entered. This option is only enabled if the employee has been setup as
Salaried in the Employee Details tab (see page 82) of the Employee Maintenance window.

Deductions (see page 127) - This is where any deductions that are to be taken out of the
employee’s pay for the Current Pay are entered.

Non Cash Benefits (see page 128) - This allows to you add extra items to the employee’s
salary package such as fringe benefits and salary sacrifice other than superannuation,
without affecting the employee’s gross pay.

Superannuation (see page 129) - This is where you set the applicable superannuation
contributions for the employee. These contributions can be made up of Employer
Contributions, Salary Sacrifice Contributions and Employee Contributions.

Leave Management (see page 130) - This is where you pay the employee leave for the
Current Pay period.
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Costing (see page 146) - If you want to proportionally cost an employee’s wages or salary
by hours or by percentages to different Cost Centres then this is where it is switched on at
both the employee level and setup.

PAYG (see page 147) - If left unaltered, the computer will automatically calculate the PAYG
payable on the employees’ gross taxable amount, based on the tax code selected in the
Employee Details Tab. If required, you do have the ability to override the PAYG with your
own amounts.

How Paid (see page 148) - This is where you set up the way an employee’s net pay is to be
handled for the Current Pay. You can set up payment by direct credit, cash or by cheque
or a combination of these.

Hours Paid (see page 149) - This shows the number of hours that the Current Pay
represents.

Payslip Note (see page 149) - This is a specific note for the currently selected employee,
which will appear on the employee’s current payslip.

Termination Wizard (see page 149) - This starts a wizard that determines the final pay for
an employee whose employment has been terminated this period.

A Reset button is available at the bottom of the Current Pay window. Clicking this button opens
the following window:

P )

e Reset Pay 3

* Clear this employee’s Current Payi

" Resetthis employee’s pay to Standard Pay

¢ Ok | x Cancel |

Select an option and click OK to either clear all pay information for the employee, or reset the
information to their Standard Pay.

View Employee Details

Two buttons are available for viewing additional information about the employee.

Button Description

CE' This button generates a preview of the employee’s payslip for this pay.

m This button opens the Employee Maintenance screen (see page 82) in a read-only

capacity. This is handy for referencing an employee’s personal details, which you
may need to know about before processing the employee’s pay.
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Running a Pay

Selecting the Wages button on the Current Pay window (see page 120) opens the Wages window.
Only wage lines with a value will print out on Payslips. If wage lines have been set up in the

Standard Pay (see page 100) they will have been copied over. Here you can change the hours if

they are different from the default. You can also change the Rate Type and/or Cost Centre.

e Wages [/ Allowances £%
Wages Allowances
Employee: 1 |wallace, Edward James
Hours Rate Amount Pay Rate Description Code Cost Centre Cost Centre Name | |
40.00 25.0000 1000.00| Ordinary 1 2210 NSW/Accounts/Wages |
0.00 25.0000 0.00) Time & Half 1 2210 NSW/Accounts/\Wages
0.00 25.0000 0.00 | Double Time 1 2210 NSWiAccounts\Wages
Total Hours 40.00
&= Prev : F7 | S Newt : F3 | Efm Add: F4 | (5 Edi:F5 | B Save:F'IEI| Delete:FE| [=; Exit:Esc

If you want to add a new Wage line click Add or press F4 and follow the same steps you

performed when setting up the Standard Pay (see page 100).

When you have entered the hours, click Save or press F10 to save your changes and return to the
Current Pay window, or press the PAGE DOWN key to move to the Allowances tab (see page 124).

124



MYOB EXO Payroll
Current Pay - Allowances

Selecting the Allowances button on the Current Pay window (see page 120) or clicking the
Allowances tab on the Wages/Allowances window opens the Allowances window. Only
allowances with a value will print out on a Payslip.

e Wages [/ Allowances £%
Wages Allowances
Employes: | 1 |wallace, Edward James
| Code | Allowance Unitz Pay Rate Amount Type |Costcentre |[Cost Centre Description :l
Bonus 0.00 2030 [NSW/BONUS
&= Prev : F7 | S Newt : F3 | Efm Add: F4 | (5 Edi:F5 | [y Save: le Delete FE| [=; Exit:Esc

To edit an Allowance, double-click on the Allowance to display the Allowances window.

To add an Allowance, click the Add button or press F4. The Allowances window is displayed. You
can then add an Allowance just as you did in the Standard Pay (see page 102).

When you have changed or added the required Allowances, click Save or press F10 to save this
window and return to the Current Pay window.
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Current Pay - Hourly Rates

Employees’ hourly rates are generally set up as a default in the Standard Pay (see page 105).
However, if necessary, they can be changed by clicking the Hourly Rates (or Hourly Rate) button
on the Current Pay window (see page 120) to open this window.

If the Multiple wage hourly rates option is enabled in the Payment setup (see page 41) section of
the Payroll Setup window, the Hourly Wages Rates window lets you specified a value for up to

nine hourly rates. The hourly rate to use for this pay is selected on the Wages (see page 100)
window.

== Hourly Wage Rates £3

Standard Rate 14.0000
Special Rate 25.0000
FRate 3 0.o0an
Rate 4 0.o0an
Rate & 0.o0an
Fate b | 0.0000
Rate 7 0.o0an
FRate 8 0.o0a0
Fate 9 | 0.0000

E% Sawve: F10 | E Euit: Esc

If Multiple wage hourly rates is disabled, the Hourly Wage Rates window lets you specify the
employee’s hourly rate directly.

-

2= Hourly Wage Rates £3

standard Rate | 15.0000

E% Save: F10 | E Euit: Ezc

Click the Save button or press F10 to save.
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Current Pay - Salary

Employees’ salaries are generally set up as a default in the Standard Pay (see page 106). However,
if necessary, they can be changed by clicking the Salary button on the Current Pay window (see
page 120) to open this window.

== Employee Salary =

Annual Salany: 54999.65
Weekly Salans: 105769
Haourlky Rate: 264423

E% Save: F10 ‘ E Euit: Esc

Make any necessary changes, then press F10 or click Save to save your changes and return to the
Current Pay window.

Current Pay - Deductions

Only deductions with a value or amount will print out on the employee’s Payslip. You can edit
deductions by clicking the Deductions button on the Current Pay window (see page 120) if
needed, but this is not normally done, as deductions tend to be fairly static. In most cases the
defaults set up in the Standard Pay (see page 107) will not need to be altered.

== Deductions £
Employee: |1 |Wa||a|:e, Edward James
D:n:le| Deduction Mame | Uzual Amt | Actual Amt | Bank | Branch| Account Bank Ref Balance l_l
Child Support 3.00 3.00 D.EIEIl
6 Union Fees 5.00 5.00 0.00
o Add: F4 | (5 Edit: 5 ‘ @Delete:F5| E%Save:F1D|
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Current Pay - Non-Cash Benefits

Clicking the Non-Cash Benefits button on the Current Pay window (see page 120) opens this
window.

#u: Mon-Cash Benefits @
Employee: | 1 |Wal|ace, Edward James
Code | Mame | Amount Rate Coszt Centre Cozt Centre Mame |_|
Laptop 0.00 0.0000 2210 NS‘.".f!Ac:c:ountsﬂ.".fageﬂ
efs 4dd: F4 | 4 Edi:F5 | E%Save:F1El| @Delete:Fs| [= Euit:Esc

To edit a benefit for the employee’s Current Pay, double-click on the benefit or select it and click
Edit.

To add a benefit to the employee’s Current Pay, click on the Add button or press F4.

-

2= MWon-Cash Benefits [

Employee: | 1 |Wal|ace, Edward James

Code: I—BEI

Descriptian: |Fringe Benefits

Fayment Type: |Fringe Benefit J
Calculation kMethod: |Fixed Dallar Amount J

Arnount; 0.0a
Fercentage Rate: n.0000
Cost Centre: 2210 J MSWAccountsiiages

| Exemptfrom Fringe Benefits Tax (FET)

Find: F3 | E%Save:ﬂ[l‘ [= Exit: Esc

Benefits are added and edited as they were in the Standard Pay (see page 109).
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Current Pay - Superannuations

Clicking the Superannuations button on the Current Pay window (see page 120) opens this

window.
£ Superannuations =
Employes: | 1 |Wa]la;:e, Edward James
Typsl Hams I Amounk | % of Groze | Cost Cantrs | Cost Certrs Mame Lirnit SGC |J
i B Wallace Privale Supe 200.00 2040 NEWEMPLOYEE SUFPER
o # Wallace Private Sups 95,00 9.5000 2041 NEWENPLOYER SUPER
=]

l=1 Emplayes Superanmsabion i Emplayer Superannuation

[ ed-Fs | (g Save:F10| (B Delee:Fs | [B Em:Esc |

To edit a superannuation contribution for the employee’s Current Pay, double-click on the benefit

or select it and click Edit.

To add a superannuation contribution to the employee’s Current Pay, click on the Add button or
Press F4 and a list of the Superannuation contributions (see page 232) will appear. Double-click on
the superannuation you want to add. You can then enter any required information in the same

way as in the Standard Pay (see page 111).

Fa

= Superannuation Edit 3
Employee: | 1 |Wal|ace, Edward James
Superannuation Code: g Wallace Frivate Supe
Calculation Method: |Fixed Dallar Amount J
Superannuation Type: |Emp||:|yee Superannuation J
Superannuation Provider: |Wal|ace Frivate Insurance J
Cantribution Type: |SS J
Amaunt; m
Fund Mermber ID: 1401301
Cost Centre: | 2040 J MNSWYERMPLOYEE SUFER

Find : F3 | E%Save:F1D| [= Exit: Esc
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NOTE: In a Current Pay when the employee’s pay first goes over the Superannuation
Guarantee threshold, the Amount field on the Superannuations list may not be the same as
the Amount in the Superannuation Edit window. This is because the Superannuations list

includes the amounts for the previous pays, while the Superannuation Edit window contains
the superannuation for the Current Pay only. When the amount on the Superannuation Edit
window is edited, this edited amount will be added with the employer superannuation for
the previous pays.

Leave Management

Current Pay - Leave Management

The Leave Management button the Current Pay window (see page 120) opens the Leave
Management window. This window is for paying all types of leave, plus any full Rostered Days Off
that the employee has accrued. Note that the system will suggest a dollar value of leave for
waged employees but will not suggest a value for salaried employees. Whatever you pay out will
be reduced from the available leave once the Current Pay has been updated.

Current Pay Leave Summary

The Leave Management function is for paying all types of leave. The default view of the Leave
Management window is the Leave Summary.

e | eawve Management E
Employee: | 1 |"allace, Edward James
— Current Pay Leawve Summarny
7 Units Amount Cost Centre
annual Leave | Annual Leave
Hours To Reduce: 0.0a 0.00 2210
Sick Leave Sick Leave
Hours To Reduce: 0.0a 0.00 2210
Carer's Leave Carers Leave
Hours To Reduce; 0.oo 0.00 2210
Long Service Long Service
Hours To Reduce: 0.00 0.00 2020
Ligu Time Lieu Time
RDO Hours Warked: 0.00
Hours To Reduce: 0.oo
Unpaid Leave Unpaid Leave
Hours Taken: 0.oo 2210
Summary

E% Save: F'IEI| E Exit: Ezc |
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This view provides a breakdown of the total leave amount. It shows the units paid, dollars and
Cost Centre for each transaction type. To change the view to any given leave type, simply click on
one of the buttons on the left. This shows the outstanding entitlements and options for paying out
the leave type of your choice.

e Annual Leave (see page 131)

e Sick Leave (see page 134)

e Carer’s Leave (see page 136)

e Long Service Leave (see page 138)
e Lieu Time (see page 140)

e RDO (see page 142)

e Unpaid Leave (see page 144)

Clicking the Summary button returns to the Leave Summary view.

Salary Adjustment

For salaried employees, Exo Payroll will automatically reduce the salary after you add a Sick or
Annual Leave amount. You are asked to confirm this:

.

2= Salary Adjustment £3

This emplovee is paid a salary. Wwhen paying
leawve to a salaried employes, wou may need to
reduce their salary accordingly.

Sick Leave being paid: 2h.44

Carers Leawve being paid: 0.00
Annual Leawve Being Paid: 0.00
Long Service Leave Being Faid: 0.o0

Standard Fay Salany: 1057 .69
Feduce Salary By 2b.44
Salary For This Fay: 1031.25

Feduce Salary | Do Mot Reduce Salary

The employee’s salary is normally reduced if Sick or Annual Leave is in the same pay period.
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Current Pay - Annual Leave

Click the Annual Leave button on the Leave Management (see page 130) window to pay an
employee Annual Leave.

e | eave Management

Employes: | 1 |vWallace, Edward James

Annual Leawve

Aol Lesrm F Annual Leave payment method:
= - (* Relates to cument period (" Cazhed Out
Sick Leave Annual Leave details:
Total Hours Entitlernent: 12669
Carer's Leave Accrual from this pay: 232
) Balance: 129.61
L ST oe Hourz To Reduce: liﬂﬂﬂ Dates Taken
Lieu Time ;
Annual Leave Amount: liﬂljlj [ Dverride
D0 Leave Loading Amount: 000 & liﬂﬂﬂ [ Override
Total amount: 0.00
Unpaid Leave Leawe Loading withholding:
[Determine aross eartings from IWI 0.00
Surmmary PAYG amaount [exel Student Loar): liﬂﬂﬂ [ Owemide
Student Loan amaount: liﬂﬂﬂ
Total withholding amount: [included in FAYGE] 0.00
Tax Annual Leave Pay: O With Cther Pay " Saparately
Mumber Of Periods Tao Tax Ower; |_1
Date due hack fram holiday: i j
Cost Centre: Iﬁ
Extra &llowances/Deductions | Annual Leave Mate |

E% Save: F10 ‘ E Euit: Esc

There are a number of accruals on this window to pay from.

Annual Leave payment method Select “Relates to current period” if the Annual Leave payment is
for leave being taken in the Current Pay or “Cashed Out” if the payment is a cash out (or “pay out”)
of untaken Annual Leave.

Annual Leave Details

Total Hours Entitlement This field shows the total number of Annual Leave hours that the
employee is entitled to take.

Accrual from this pay The number of Annual Leave hours accrued in this pay.

Balance The employee’s total entitlement including this pay. This is calculated as Total Hours
Entitlement + Accrual from this pay.

Hours To Reduce Enter the number of hours of Annual Leave the employee is taking. An amount
will be generated for you based on the employee’s standard hourly rate (standard pay gross
paid/hours paid).
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If the hours to be paid exceed the Total Hours Entitlement, a warning message is displayed, and
you will be asked if you want to pay an advance. Choosing Yes means that the Total Hours
Entitlement will carry forward a negative balance. As the Days Accrued This Year total builds up
each pay period this negative balance will reduce.

Dates Taken Clicking on the Dates Taken button brings up a calendar where you specify which
calendar days were taken:

#: Annual Leave for Edward James Wallace EI@
4| 3| &
‘ September 2016 ’
Sun Mon Tue Wed Thu Fn Sat
1 2 3
4 5 5 7 8 | 10
11 12 13 14 15 16 17
./ |
Annual Leave Annual Leave
18 19 20 21 22 23 24
25 26 27 28 29 il

E% Save: F'IEI| E Ewit : Ezc

To colour a cell, click on the appropriate day. To print the calendar month for the current
employee, click on the Printer icon from the toolbar at top left. Click Save or press F10 to save your
changes and return to the Annual Leave window.

Annual Leave Amount This field shows the dollar value of annual leave that the employee is
going to be paid. You can override this value by ticking the Override box and entering a new
amount.

Leave Loading Amount If the employee qualifies for leave loading, this field appears, showing the
leave loading rate and the dollar value of leave loading that the employee is going to be paid. You
can override this value by ticking the Override box and entering a new amount.

Total Amount This field is calculated automatically. If the employee is entitled to Leave Loading,
this amount will include the leave loading component.
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Leave Loading Withholding
This section is enabled if “Cashed Out” is selected for the Annual Leave payment method property.

Determine gross earnings from Specify how the gross earnings should be calculated for taxation.
Choose from:

e this pay - gross earnings are determined from the gross earnings (salary/wages, taxable
allowances, additional payments) in the Current or One Off Pay.

e av.gross YTD - gross earnings are determined by averaging the gross taxable earning for
the financial year to date over the number of pays received.

PAYG amount (excl Student Loan) The amount of PAYG calculated for the pay. You can override
this value by ticking the Override box and entering a new amount.

Student Loan amount The amount of Student Loan repayments calculated for the pay. You can
override this value by ticking the Override box and entering a new amount.

Total withholding amount The total amount of withholding tax. This is the sum of the two fields
above.

Tax Annual Leave Pay Select how the Holiday Pay should be taxed. Choose from:

e With Other Pay - This is the default and recommended option. If this option is selected, the
Annual Leave Amount will be included with the normal pay as the Gross Taxable Earnings
of one whole pay.

e Separately - If this option is selected, the Annual Leave will be treated as a separate pay to
the normal pay.

Number of periods to tax over Enter the number of pay periods that you want to tax this pay
over. The pay amount will be divided by the number you enter here and paid out over the
equivalent number of pay periods. For example, if the pay amount is $100, and 2 is entered here,
$50 will be paid out for the next two pay periods.

NOTE: This property is related to the Tax Holiday Pay property above. If “With Other Pay” is
selected, and a number greater than 1is entered here, the entire Gross Taxable Earnings for

the pay will be divided by this number. If “Separately” is selected, and a number greater than
1is entered here, only the Holiday Pay Amount is divided; the normal pay remains as a
separate single pay, and is not divided at all.

Date Due Back From Holiday This field is used if an employee is going to be on holiday for an
extended period of time (or at least for the next pay period).

Cost Centre This field is used if you want this Annual leave to be costed to a different Cost Centre
other than the default Cost Centre specified in the Leave Management Setup section of the
Payroll Setup window or the employee’s default Cost Centre.

Extra Allowances/Deductions This button is used if an employee is on holiday for an extended
period of time and you want to pay extra allowances to those already entered or make any extra
deductions from the Annual Leave.

Annual Leave Note This field allows you to make an addition to the Notes that are automatically
recorded for the number of annual leave days taken.
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Current Pay - Sick Leave

Click the Sick Leave button on the Leave Management (see page 130) window to pay an
employee Sick Leave.

e | eawve Management @

Employee: 1 |"allace, Edward James
Sick Leawe
Annual Leave Fersonal Leawe Balance: 5585
Sick Leave Haours Sick Fay to Fay: 0.00 Dates Taken
Larer's Leave Sick Fay Amount: [ Crwvertide 0.00
Long Service Cost Centre: 2210
Lieu Time
Diays taken without medical certificate: 0.0a
ROO
Sick Pay Mote |
Unpaid Leave
Summary

E% Save: F10 | E Exit: Ezc

Personal Leave Balance This field will show the Hours that an employee still has available to use.

Hours Sick Pay To Pay This field is used to type in the number of hours of sick pay that you want
to pay an employee. If these are greater than that shown for the Personal Leave Balance, a

warning will be displayed, and you will be asked if you want to pay an advance. If you click Yes,
the amount is shown opposite Sick Pay Amount.
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Dates Taken Clicking on the Dates Taken button brings up a calendar, from which you need to
specify which calendar days the sick leave fell on.

- Sick Pay for Edward James Wallace =0 Ech =
‘ September 2016 ’
Sun ‘ Mon ‘ Tue ‘ Wed ‘ Thu Fn Sat
1 2 3
4 5 F 7 3 g 10
11 12 13 14 15 16 17
18 19 20 21 &2 23 24
I S
Sick Pay Sick Pay
25 26 27 28 29 an
E% Save: F'IEI| E Ewit : Ezc

To colour a cell, click on the appropriate day. Click Save or press F10 to save your changes and
return to the Sick Pay window.

Sick Pay Amount This field shows the dollar value of sick pay that the employee is going to be
paid. You can override this value by ticking the Override box and entering a new amount.

Cost Centre Although sick pay is automatically costed to the employee’s default Cost Centre, this
field allows you to cost the sick pay value to a different Cost Centre.

Days taken without medical certificate The number of days of Sick Leave taken by the employee,
for which the payroll clerk sighted no medical certificate.

Sick Pay Note This field allows you to add more to the automatically created Sick pay note in the
employee’s Notes file.
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Current Pay - Carer’s Leave

Click the Carer’s Leave button on the Leave Management (see page 130) window to pay an
employee Carer’s Leave.

e | eawve Management @

Employee: | 1 |"allace, Edward James

Carer's Leawe

Annual Leave Fersonal Leawe Balance: 5585
Sick Leave Haours Carer's Leawe to pay: 0.00 Dates Taken

Earcisllcoxe Carer's Leawe AmaoLnt: [ Crerride 0.0a
Long Service Cost Centre: 2210
Lieu Time
BOO

Carer's Leave Mote

Unpaid Leave

Summary

E% Save: F10 | E Exit: Ezc

Personal Leave Balance This field will show the Hours that an employee still has available to use.

Hours Carer’s Leave To Pay This field is used to type in the number of hours of carer’s leave that
you want to pay an employee. If these are greater than that shown for the Personal Leave
Balance, a warning will be displayed, and you will be asked if you want to pay an advance. If you
click Yes, the amount is shown opposite Carer’s Leave Amount.
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Dates Taken Clicking on the Dates Taken button brings up a calendar, from which you need to
specify which calendar days the carer’s leave fell on.

# (Carers Leave for Edward lames Wallace El
‘ September 2016 ’
Sun ‘ Mon ‘ Tue ‘ Wed ‘ Thu Fn Sat

1 2 3
4 5 5 7 8 | 10
Carers Leave Carers Leave
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 il
E% Save: F'IEI| E Ewit : Ezc

To colour a cell, click on the appropriate day. Click Save or press F10 to save your changes and
return to the Carer’s Pay window.

Carer’s Leave Amount This field shows the dollar value of carer’s leave that the employee is going
to be paid. You can override this value by ticking the Override box and entering a new amount.

Cost Centre Although carer’s leave is automatically costed to the employee’s default Cost Centre,
this field allows you to cost the carer’s leave value to a different Cost Centre.

Carer’s Leave Note This field allows you to add more to the automatically-created carer’s leave
note in the employee’s Notes file.
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Current Pay - Long Service Leave

Click the Long Service button on the Leave Management (see page 130) window to pay an
employee Long Service Leave.

e | eawve Management @

Employee: | 1 |"allace, Edward James

Long Service Leawve

Annual Leave Pre August 1875: i)

Sick Leave 16 August 1978 to 17 August 1993; [ 14589
Fost 17 August 1993

Larer's Leave Carry Ower: | 21878

Long Service Current Accrual: ’W

Lou Tirs Less Accrued Taken: ’W

- Total Hours: 366.34

ROO

Mumber of Hours to pay: 0.00  Dates Taken
Long Service Amount: oo I Owvertide
Cost Centre: 2020

Unpaid Leave

Summary

E% Save: F10 | E Exit: Ezc

Pre 16 August 1978 Accruals prior to 16 August 1976 that have not yet been taken by the
employee. If you are new to this system it is important to load any entitlements still owing, from
your previous records.

16 August 1978 to 17 August 1993 Accruals between 16 August 1976 and 17 August 1993 that have
not yet been taken by the employee. If you are new to this system it is important to load any
entitlements still owing from your previous records.

Post 17 August 1993 Accruals after 17 August 1993 have not yet been taken by the employee. If
you are new to this system it is important to load any entitlements still owing, from your previous
records.

Carry Over This is the balance carried over from previous entitlement years.

Current Accrual Hours amassed since the start of the accrual period, to which the employee wiill
be entitled upon the next rollover. This field is automatically calculated by the Payroll.

Accrual from this Pay Hours amassed in this pay.
Less Accrued Taken Hours of leave paid in advance.

Total Hours This is the total number of hours the employee is entitled to.
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Number of Hours to pay This field is used to type in the number of hours of carer’s leave that you
want to pay an employee. If these are greater than that shown for the Total amount, a warning
will be displayed, and you will be asked if you want to pay an advance. If you click Yes, the
amount is shown opposite Long Service Amount.

Dates Taken Clicking on the Dates Taken button brings up a calendar, from which you need to
specify which calendar days were taken:

2= | ong Service Leave for Edward James Wallace El
& S| &
‘ September 2016 ’
Sun Mon Tue Wed Thu Fn Sat
1 2 3
4 5 5 7 8 | 10
11 12 13 14 15 16 17
18 14 20 21 22 23 24
|
Long Service
25 26 27 28 29 il
E% Save: F'IEI| E Ewit : Ezc

To colour a cell, click on the appropriate day. Click Save or press F10 to save your changes, and
return to the Long Service Leave window.

Long Service Amount

This field shows the dollar value of long service leave that the employee is going to be paid. You
can override this value by ticking the Override box and entering a new amount.

Cost Centre

Although long service leave is automatically costed to the employee’s default Cost Centre, this
field allows you to cost the long service leave value to a different Cost Centre.
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Lieu Time

Click the Lieu Time button on the Leave Management (see page 130) window to access the Lieu
Time window. This window contains a counter for lieu time, which you would increase if a person
worked on a statutory holiday and decrease if an employee took a lieu day that they were owed.
Statutory holidays are generally paid from the Wages window (see page 124).

e | eawve Management

Employee: | 1 |Wa||au:e, Edward James
Ligu Time
Annual Leave Current Lieu Hours: 0.an
Bl Lem s Hours Warked: n.

na
Hours To Reduce: 0.00 Dates Taken

Carer's Leave

Long Service

Lieu Time

ROO

Unpaid Leave

Summary

E% Save: F10 | E Exit: Ezc

Current Lieu Hours The current balance of lieu hours owing to the employee from previous pay
periods.

Hours Worked [f there has been a statutory holiday in the current pay period on which the
employee worked and should be owed a day in lieu, enter a value into this field.
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Hours To Reduce If the employee will be taking a Lieu Day (paid as wages) as opposed to being
at work for a day, enter a value into this field. Also, you can click on the Dates Taken button, which
brings up a calendar, from which you can specify which calendar days were taken:

- Lieu Time for Edward James Wallace =0 Ech =
4 October 2016 3
Sun Mon Tue Wed Thu Fn Sat
1
2 3 4 5 B 7 A
g 10 1 12 13 14 15
Lieu Time

16 17 18 19 20 21 22
23 24 25 26 &7 28 29

a0 3

E% Save: F'IEI| E Ewit : Ezc

To colour a cell, click on the appropriate day. Click Save or press F10 to save your changes and
return to the Lieu Time window.
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Current Pay - RDO

Click the RDO button on the Leave Management (see page 130) window to pay any Rostered
Days Off (see page 95) that the employee has accrued.

e | eawve Management

Employee: | 1 |Wa||au:e, Edward James
ROO
Bnnual Leave Current ROO: 1.90
Sick Leave

Hours To Reduce; 0.00 Dates Taken

Carer's Leave

Long Service

Lieu Time

RDO

Unpaid Leave

Summary

E% Save: F10 | E Exit: Ezc

Current RDO The employee’s total hours Rostered Days Off entitlement.

Hours To Reduce Enter the number of hours to take.
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Dates Taken Clicking on the Dates Taken button brings up a calendar, from which you need to

specify which calendar days were taken:

Running a Pay

= Rostered Day Off for Edward James Wallace

& 8| &

=N How >

4

September 2016

Sun ‘ Mon ‘ Tue ‘ Wed ‘ Thu Fn Sat
1 2 3
4 5 5 7 8 | 10
11 12 13 14 15 16 17
—
Fozterad Day O

18 19 20 21 22 23 24

25 26 27 28 29 il

E% Save: F'IEI| E Ewit : Ezc

To colour a cell, click on the appropriate day. Click Save or press F10 to save your changes and
return to the RDO window.

When you click Save or press F10 to save from the RDO window, a wage line is inserted into the

Wages window representing the specified hours of RDO paid, at the employee’s current hourly

rate.
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Current Pay - Unpaid Leave

Click the Unpaid Leave button on the Leave Management screen (see page 130) to record unpaid
leave in an employee’s Current Pay.

e | eawve Management

Employee: | 1 |Wa||au:e, Edward James

Unpaid Leawe

Unpaid Hours: 0.00  Dates Taken
Cost Centre: 2210

Unpaid Leave Note |

Annual Leave

Sick Leave

Carer's Leave

Long Service

Lieu Time

BOO

Unpaid Leave

Summary

E% Save: F10 | E Exit: Esc

Unpaid Hours Enter the number of hours unpaid leave the employee is taking.

145



Running a Pay

Dates Taken Clicking this button opens a calendar where you specify which calendar days were
taken:

- Unpaid Leave for Edward James Wallace =0 Ech =

4| B &
4 October 2016 3

Sun ‘ Mon ‘ Tue ‘ Wed ‘ Thu ‘ Fn ‘ Sat
1
2 3 4 5 B 7 A
g 10 1 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 &7 28 29
|
Unpaid Leave Unpaid Leave
a0 3

E% Save: F'IEI| E Ewit : Ezc

Cost Centre Although leave is automatically costed to the employee’s default cost centre, this field
allows you to cost the unpaid leave value to a different cost centre.

Unpaid Leave Note Click this button to enter a note relating the purpose or nature of the leave.
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Current Pay - Costing

Default costing is set up in the Standard Pay (see page 113). If you want to alter either the hours or
percentage for this pay period, or if you want to change whether or not the employee’s pay is
proportionally costed this pay period, click the Costing button on the Current Pay window (see

page 120) to open this window.

== Proportional Costing £2
¥ Propaortional Costing
bethod: IPercentage j
Taotal Fercentage: | 100.00
Total Entered: | 100.00
Forion Cost Centre Cost Centre Marme
20.00] 2110 | NSW/Bdmin/Wages B
20.00] 2210 |H5W/Accounts/Wages

mfm Add : F4 | (5 Edi:F5 | Delete:FEl E%save:ml

Make any necessary changes, then press F10 or click Save to save and return to the Current Pay
window.
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Current Pay - PAYG

Click the PAYG button on the Current Pay window (see page 120) to open this window. These
settings are not normally changed unless you want to change the Tax being paid in the Current

Pay. To override the PAYG, click on the Override PAYG checkbox and then enter the amount of
PAYG you want to deduct.

e PAYG £2

I Adjust by Last Pay

Total PAYG Deduction: 113.00

Includes Student Loan Repayment: 0.00

E% Save: F10 | E Euit: Esc |

Click Save or press F10 to save your changes and return to the Current Pay window.

Current Pay - How Paid

Clicking How Paid on the Current Pay window (see page 120) lets you edit how the Employee’s

net pay is to be paid. Normally this will have been setup in the Standard Pay (see page 114) and
will not need to be changed.

£: How Paid 3

| 1 Iwallace, Echward James

Direct Credit. ~ ©iNol @ Yes Add/Edit Direct Credits

Direct Credit Amaunt; G77.00 Balance Paid

Fay Cash: Mo T ves U Balance
Cash Amaunt: Actual:
Fay Cheque: * Mo T ves U Balance

Chegque Amount; Actual:

Cash Anahsis:

S5c 10c 20c S0c $1 $2 $5 $10 $20 $50 $100
0400404040588 080 0

[ Cwerride Bounding Founding: 0.00

E% Save: F10 | E Exit: Esc |

Click Save or press F10 to save your changes and return to the Current Pay window.
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Current Pay - Hours Paid

Clicking the Hours Paid button on the Current Pay window (see page 120) shows an accumulator,
which applies to Annual Leave valuation and those Annual Leave Groups, Personal Leave Groups
and Long Service Leave Groups that use the Hours-based method of accrual.

2 Hours Paid EX

The total number of hours paid affects how your leawve is
walued and would not normally be changed, unless the
employes was not going to be paid in the next pay
period.

The walue entered here should be equal to one or mare
full pay perods:

Taotal Hours Faid Far This Fa: | 38.00

E% Save: F10 | E Ewit: Esc

Current Pay - Payslip Note

Click the Payslip Note button on the Current Pay window (see page 120) to add an individual note
on this employee’s Payslip for the Current Pay period. This note will be for this employee only.

o

2 Payslip Mote E3

Mote Type:  |PM

This is & note that will appear on the payslip.

E% Save: F10 | E Exit: Ezc

TIP: Notes for all employees can be added when printing the Payslip report (see page 184).
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The Termination Wizard provides a breakdown of the information that it has gathered in order to

calculate the final termination amount.
This amounts to:

Leave outstanding from the previous entitlement periods
+

Leave accruals for the current entitlement period

Leave paid in advance of the next entitlement date

Click on the Termination Wizard button at the bottom left of the Current Pay window (see page

120) to begin. The following message appears:

Termination pay

o Are you sure that you want to terminate Wallace, Edward James?

Click Yes to proceed.

The Termination Wizard opens with the current balance of Annual Leave:

Employes: | ]

Wallace, Ecward James

Termination details
Termination Date: I0fgfeoid <)

Tenminated by I

Feason for terminafion: | Fiesignation -

Annual Leave

Total Hours Entitlement IW
Arcrual fnom this pan: [—292
Balance as at termination date: Iw
Hours Annual Leave paid [ e
Fiate: [ 263158
Annual Leeawe Amount: B451.32 [ Owernide
Total Annual Leave Amount: ! 5451 '32.

Average pay (for marginal tax calculations): T000.00

tlgh Fint - F3 | = F7 | =P Mewi 7B | [= e £ |

£ Termination Wizard 3
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Termination Details

Termination Date Enter the date the employee’s employment ceases. The system will use this date
to calculate the total leave the employee is entitled to on termination.

Terminated by Enter the name of the payroll person that is processing the termination pay.

Reason for termination Specify the reason for the termination. Choose from:

e Resignation - This is money paid as a result of a normal termination e.g. voluntary
resignation.

e Bona Fide Redundancy - This is money paid to an employee who has been laid off, as
his/her services are no longer required.

e Approved Early Retirement - This is money paid to an employee who is retiring early as
part of an ATO-approved early retirement scheme.

e Invalidity - This is a payment on termination of employment, where the termination has
occurred because of mental or physical incapacity. The incapacity does not necessarily
have to be total incapacity—it may be incapacity for a particular occupation.

e Other - This category is used if none of the above are suitable, e.g. employment
terminated due to wilful misconduct.

Annual Leave

Total Days/Hours Entitlement This equates to hours outstanding + hours accrued in previous
pays - hours paid in advance.

Accrual from this pay Hours amassed in this pay.

Balance as at termination date This equates to hours outstanding + hours accrued in previous
pays + hours accrued this pay - hours paid in advance, and represents the balance of annual
leave days/hours payable on termination.

Days/Hours Annual Leave Paid This defaults to the total entitlement.

Rate This is calculated at the employee’s standard daily rate, i.e. from the standard pay, gross
earnings liable for annual leave / hours paid.

Annual Leave Amount This is the amount of Annual Leave the employee will be paid on
termination. You can change this amount by clicking on the Override button.

Leave Loading Amount [f the employee qualifies for leave loading, this field appears, showing the
amount of Leave Loading the employee will be paid on termination. You can change this amount
by clicking on the Override button.

Total Annual Leave Amount This equates to the hours of annual leave taken multiplied by the
rate.

In addition, if leave loading is payable on termination in accordance with the employee’s award,
an extra percentage will be applied:

e For leave accrued after 17/08/1993, for a normal termination: Payments that are made due
to a resignation, and which involve unused annual leave and leave loading that accrued
since 17 August 1993, will appear in the Gross Payments field of the Payment Summary.
These will be taxed according to the employee’s marginal tax rate.

e For leave accrued after 17/08/1993, and the employee is terminating because of
redundancy, retirement or invalidity:
Payments that are made due to redundancy/invalidity/early retirement and that relate to
unused annual leave and leave loading, will be placed into the Lump Sum A field of the
Payment Summary, and will be taxed at 31.5% (including Medicare levy).
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Average pay (for marginal calculations) This equates to the gross earnings liable for annual leave,
from the employee’s standard pay. The marginal calculation takes the difference of the PAYG on
the average pay and:

PAYG on (the average pay + (the termination payment factored down to one pay period))
and then factors the result up to an annualised figure.

Once these details are completed, click Next or press F8 to proceed to the next step.
Long Service Leave

The next page of the Termination Wizard displays the current balance of Long Service Leave:

o Termination Wizard £3

Employee: | 1 |'-a’l.-’-'_'nll.:w:e, Edward James

Long Service Leave

Pre 16 August 1978; [ oo
16 August 1978 to 17 August1993: [ 14589
Fost 17 August 1953
Carny Dt [ 21878
Currant Accual Iizhf
Accrual from this Pay [ 0s7
Less Accrued Taken [ 1m0
Balance as at lermination date: [ 367.01
Fumber of Hours to pay: ﬁ
Fiate: lw
Long Serdice Amount: [ 985216 [ Dveride

Lurmp Sum Faymeant B 100
Lump Sum Fayment A 38390
Gross Payments: RETE.495

g Fint: F3 | &= Piev F7 || = Mew: 7B I [= et Ese |

Pre 16 August 1978 Accruals prior to 16 August 1976 that have not yet been taken by the
employee. If you are new to this system it is important to load any entitlements still owing, from
your previous records.

16 August 1978 to 17 August 1993 Accruals between 16 August 1976 and 17 August 1993 that have
not yet been taken by the employee. If you are new to this system it is important to load any
entitlements still owing from your previous records.
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Post 17 August 1993 Accruals after 17 August 1993 have not yet been taken by the employee. If
you are new to this system it is important to load any entitlements still owing, from your previous
records.

Carry Over This is the balance carried over from previous entitlement years.

Current Accrual Hours amassed since the start of the accrual period, to which the employee wiill
be entitled upon the next rollover. This field is automatically calculated by the Payroll.

Accrual from this Pay Hours amassed in this pay.
Less Accrued Taken Hours of leave paid in advance.

Balance as at termination date This equates to hours outstanding + hours accrued - hours paid in
advance, and represents the balance of long service leave hours payable on termination.

Number of hours to pay This will default to the current balance. You may elect to alter this in
order to match the value of Leave Outstanding, if the employee’s award stipulates that only
outstanding long service leave is payable on termination.

Long Service Amount This equates to the number of hours to pay multiplied by the rate.

Lump Sum Payment B (For leave accrued before 16/08/1978) There is specific tax treatment for
long service leave that has accrued before 16 August 1978. If there are still untaken days that
accrued before this cut-off date, enter an appropriate amount for those days into this field.

This part of the long service leave payout will in turn appear in the Lump Sum B section of the
employee’s PAYG Payment Summary. Only 5% of the amount entered here is actually classified as
“assessable income”. Therefore, the PAYG on this payment will equate to 5% of the amount taxed
at the employee’s marginal tax rate.

Lump Sum Payment A This applies to two cases:

e For leave accrued between 16/08/1978 and 17/08/1993: There is specific tax treatment for
long service leave that has accrued between 16 August 1978 and 17 August 1993. If there
are still untaken days that accrued between this period, enter an appropriate amount for
those days into this field.

This part of the long service leave payout will in turn appear in the Lump Sum A section of
the employee’s PAYG Payment Summary. Therefore, the PAYG on this payment will be at
a flat rate of 31.5% (including Medicare) of the amount entered here.

e For leave accrued > 17/08/1993 and the employee is terminating only because of
redundancy, retirement or invalidity: The balance of the long service leave payout will be
taxed at a flat rate for employees who are being terminated due to one of these reasons.

This part of the long service leave payout will in turn appear in the Lump Sum A section of
the employee’s PAYG Payment Summary. Therefore, the PAYG on this payment will be at
a flat rate of 31.5% (including Medicare) of the amount entered here.

Salary, Wages, Bonus etc (For leave accrued > 17/08/1993, for a normal termination) The balance
of the long service leave payout will be taxed at the employee’s marginal tax rate, and will appear
in the Gross Payments section of the employee’s PAYG Payment Summary.

Once these details are completed, click Next or press F8 to proceed to the next step.
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Employment Termination Payment

This page holds the information necessary for termination payments. For taxable termination
payments, see the ETP guidelines on the ATO website to work out the values and codes to enter
on this page. (A link to this page is also available in the Help menu.)

£ Termmination Wizard | B3
Employee: | 1 |Wallace, Edward James
Date of payment: 070572018 <)
Employment Termination Payment Mote:
Type of Payment |Genume Redundancy - | Reterto the ATO Guidelines in order

1o calculate ETR withholding,
¥ Include Fayment in Lieu of Notice

Total Payment Amaunt: I—I.'I[II]
- Payment Arnourt: I—D[I[I
- Ligu of Motice: liﬂﬂﬂ

Tax Free Limit: m

Armount Under Tex Free Limit I—ﬂﬂﬂ Amount Cver Tee Free Limit: l—ﬂﬂﬂ
-Payment (Tex Frea]: liﬂﬂﬂ - Paymant (Texable); ﬁ
-Lieuof Notice (TaxFres) | 0.0 -Lieu of Notice (Texable): [ 000

To access the ATO Guidelines on calculating the ETE withholding, please  click heve,

Total Taxable Component; I Date of birth: 161121 967
" Emem "Jf”"':'”"t Employee start date; 27/03/2000
- Ligu of Motice:

Tax free component: Total Taxable 73003.69

S rvalicity segment (includes 16003.59 from this pay)

|
| !
| |
| J
- pre July 83 segment: | f Fayments vTO:
| |
| J
| |

Total fax to withhold: Financial year: 2018
-tawed at17% or 32%: Note:
~teed at 475 | | Results of ETF calculations fram
ETF code: | Select j | Select j the online ATO Guidelines should
be enterad into the relevant figlds
CAFR: |Select =] |Select -] here.

g Pint : F3 | &= Frev: F7 | mrm:ﬁu| [ Exit:Esc |

NOTE: The ATO requires that if more than one ETP code applies to a termination payment, a

separate payment summary record must be made for each code. Two separate payment
summary records can be specified on this page, each with a different ETP Code.

Date of payment Enter the last working day for this employee. This will default to the physical
payment date of the current pay.

Type of Payment Select the type of termination payment. The payment type selected affects the
properties below. Choose from:

o Other

e Genuine Redundancy

e FEarly Retirement Scheme

e Death Benefit - Dependant
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Include Payment in Lieu of Notice Payments in lieu of notice are liable for superannuation. If this
option is ticked, extra Lieu of Notice fields become available, allowing you to enter details of the
Lieu in Notice portion of the termination payment separately. When the Employment Termination
Payment is generated, Allowances will be created in the employee’s pay with the type “TFT Lieu
of Notice” and “ETP Lieu of Notice”; these Allowances can be made liable for Superannuation.

Total Payment Amount Enter the total amount of the termination payment. See How to complete
the PAYG payment summary - employment termination payment form on the ATO website if you
are not sure what to include in the termination payment amount.

Tax Free Limit This field displays the tax free limit on termination payments of the selected type.
The Amount Under Tax Free Limit and Amount Over Tax Free Limit fields show how much of the
Total Payment Amount falls under the limit and how much is above. For some termination
payment types, only the amount over the limit is used in the ETP calculation.

Total Taxable Component Enter the ETP amount that has tax withheld from it. If the Include
Payment in Lieu of Notice option is ticked, this amount is split into a Payment Amount and a Lieu
of Notice amount.

NOTE: The Total Taxable Component is not liable for Superannuation Guarantee (SG). It can
include amounts that relate to payment in lieu of unused Sick Leave, which fall outside the
definition of Ordinary Time Earnings (OTE) - refer to Superannuation Guarantee Ruling SGR
2009/2. The Ruling contains a table of examples as a general guide to the sort of payments
commonly paid to employees during the course of employment. Under the heading
“Termination Payments”, the table shows that payment in lieu of notice are included as OTE
for the purposes of SG. It should also be noted that in the Ruling, redundancy payments,

ETP payments for sick leave in lieu of notice, lump sum annual leave, and lump sum pro rata
long service leave payments on termination are not included in OTE for SG purposes. When
splitting the Total Taxable Component (by ticking the Include Payment in Lieu of Notice
option), take care to ensure that payments that are in lieu of notice are in the Lieu of Notice
field (attracting SG), while values that are entered into the Payment Amount field are
respecting OTE classifications in accordance with SGR2009/02, as SG will not be calculated
on those payments.

Tax Free component Enter the ETP amount that does not have tax withheld from it. This is split
into separate segments - the ATO website will tell you how much to put in each segment.

Total tax to withhold Enter the amount of tax to be withheld from the ETP. This is split into
separate components - the ATO website will tell you how much to put in each component.

ETP code This code specifies the reason for the payment. The code must be unigue to each
column. Choose from:

R - payment made due to retirement, redundancy, invalidity or compensation for personal

injury, unfair dismissal, harassment or discrimination.

e O - payment for reason not covered by R, e.g. golden handshake, gratuity, payment in lieu
of notice, payment for unused sick leave, payment for unused rostered days off.

e D - adeath benefit ETP paid to a dependant of the deceased.

e N - adeath benefit ETP paid to a non-dependant of the deceased.

e T - adeath benefit ETP paid to a trustee of the deceased’s estate.

CAP Choose the ETP cap that applies to the payment. Two options are available: the standard,
indexed ETP cap and the non-indexed Whole of income cap. The ETP cap applies in most cases.
The Whole of income cap applies to only records where the ETP Code is “O” - in these cases, use
the lower of the existing ETP cap and the “whole of income” cap.

Click Finish or press F10 to complete the Termination Pay and return to the Current Pay window.
The Termination Wizard button changes to Undo Termination for this employee.
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You can click the Undo Termination button if you decide not to proceed with the employee’s
termination pay. You will be asked to confirm this. Click Yes to undo the termination process.
Another message will appear, reminding you to zero all of the leave payments for the employee’s

pay.

TIP: Once the employee’s termination is finalised, their Exo Payroll employee record remains.

They can be reinstated by clicking the Reinstate button on the Employee Management
window (see page 82).

Step Three: Print Reports

Printing Reports

=

After editing the Current Pay (see page 120) as required, it may be useful to print the normal pay-
period-based reports. In particular, the Pay Sheet report should be printed. This is the Payroll
summary report that shows who has been paid and what they have been paid. This report should
usually be printed before printing any others, in case there are errors or omissions that need to be
corrected.

Select Step Three from the Pay Cycle (see page 119) and the following window appears:

o Select Report
Employees |F’a}r | Financial | Leave | Maintenance | Tax | Payment Summaries | Report Runs | Custom

Apprentice Hours Tames Wallace

Birthdays 134 Warch Road

Clock Card Labels

Employee Hourly Rates Richmond NEW 3130

Employee Service

Employees 5 0 St

MNotes

A3 Victoria Foad

Parramatta FEW 2150

E H Karuso
31 Buckingham Street

Used for printing employee address labels for
posting, or labeling payslip envelopes. Will print
to most standard label stationeny.

=]

™ Append output file name with date and time stamp

E Exit: Esc |

TIP: Outside of the Pay Cycle, reports can be printed (see page 184) by selecting Print

Report from the Reports menu.
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Select the Pay tab and then the Pay Sheet report and click Select.

2o Print Report - Pay Sheet @
Sor Qrders:
Sart Order 1: Sort Order 2: Employee Code J
selection Ranges: From: Ta Fay Type:
Pay Period End Date |/ |7/ = Current
Pay Mumber | | [ Selected
~
Employee Code | | J standard
Employee Alpha | | J Fay Frequency:
Department Code | | J |Weekly j
Options:
Report Options ‘
Cutput Options:
Destination: | Screen j

@F‘review | E% Save: F1D‘ E Exit: Eac

The report can be sent to a printer or previewed onscreen.

If you discover any errors in this report, you may need to go back into the Current Pay (see page
120) and correct the errors.

Once the Pay Sheet has been printed and reviewed, any other reports can be printed, including
employees’ Payslips.
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Step Four: Direct Credit Transfer

Direct Credit Transfer

2

If you need to produce an electronic money transfer file for sending direct credits to your bank for
distribution, you should do so before closing off the pay period.

Select Step Four from the Pay Cycle (see page 119) and the following window appears:

2= Direct Credit Transfer 3
— Bank zetup
Bank MName: IANZ Bank j Fayment Due Date: m
APCA Mumber:
BSE Code Account Murnber User Narne:
| oot -] 321 | 000012345 Prefix Accounts: |with Zeros up to 6-dir ~ |

¥ Selt-Balancing File

Mame of Remitter: The Training Company

Fayer Lodgement Reference:

Employee Lodgement Reference FayROLL

— Direct Credit Transter File Narme:
DiC.ABA,

— Select Range
Frorn To

Employee Code: Current Pay Period: | Monthly j

Department:

@ Create File | E% Save: F10 | E Euit: Ezc |

TIP: You can also create the Direct Transfer file by selecting Direct Credit Transfer from the

Pay menu.
Bank Setup

Bank Name Select the name of the bank, which determines the format of the Direct Credit
Transfer File. Most major banks are supported; if your bank not on the list and you want to use this
facility, please contact MYOB for advice on how to do this.

BSB Code Enter your Bank-State-Branch number here.

Account Number Enter the unique account number for your account. Credit card accounts are not
accepted.

Name of Remitter Enter your company name here - this is equivalent to a Remitter Name

Payer Lodgement Reference Extra information relating to the transaction, typically a reference
code/number/name.
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Employee Lodgement Reference Extra information for the employee relating to this transaction.

Payment Due Date Meaning the date on which the bank will be transmitting the money from the
company account to the employee’s accounts.

APCA Number A unique identifier supplied by your bank.
User Name The user name registered against the User ID supplied by your bank.

Self-Balancing File Some banks allow users to manually enter a self-balancing line in the ABA file
before processing it. If your bank does not allow this, you will need to select this option.

Prefix Accounts Specify how to prefix account numbers that are less than nine digits long. Choose
from:

e With Zeros - Employee and employer bank account numbers are prefixed with zeros to
make the length nine characters long in the file.

e With Blanks - Employee and employer bank account numbers are prefixed with blanks to
make the length nine characters long in the file.

e With Zeros up to 6-digits - Employee and employer bank account numbers are prefixed
with zeros first if the length is less than six digits, then prefixed with blanks to make the
length up to nine.

Direct Credit Transfer File Name

This is the name of the file that will be created. The recommended value is DC.ABA, however the
filename can be changed at any time to suit any given bank’s requirements. If you try to enter an
incorrect name an error message will appear.

Select Range

By applying specific employee/department codes in the From and To fields, you can create a
direct credit which specifically pays certain subsets of employees or employees within a
department(s).

Current Pay Period You can only create a direct credit file for one pay of a certain frequency, at a
time. Select from the following list of pay frequencies:

e  Weekly

e Fortnightly
e Bi-Monthly
e 4 Weekly

e Monthly

e One-off

Creating the Direct Credit Transfer File

Click Create File to proceed with creation of the Direct Credit Transfer File. On each pay run, you
will be asked if you want to print a Direct Credit Schedule report. Click Yes to preview the Direct
Credit Schedule.

When the preview window closes, you may see another message, asking if you want to overwrite
the Direct Credit file. This refers to the last file that Exo Payroll created (providing that you have
run this process before). If the last file you created was for an already processed and updated pay,
respond Yes to this question.

If you want to permanently change any given setting (with the exception of the Select Ranges)
click on the Save button - the system will use the same settings for the next pay period’s direct
credits.

159



Running a Pay

Step Five: Update Pay
Updating the Pay

3

To finalise a pay run, you must update or “close off” the pay period. The pay period should only be
updated if all pays have been entered and all reports printed.

Select Step Five from the Pay Cycle and the following window appears:

F o)

= End of Pay Period Update 53

Fay Frequency:

Fay Petiod End Date: |1 4409/201 6

This function should anly be pedormed after all the pays for this period
hawve been calculated and the pawslips and reports hawve been printed.

E Euit: Ezc |

&] |Jpdate Pay

TIP: You can also update the Pay by selecting Update from the Pay menu.

Select the pay frequency to update, then click Update Pay. A confirmation message will appear.
Click Yes to proceed.

You are required to perform a backup before the pay is updated. Once the backup is complete,
the update process is performed.

NOTE: After the pay is updated, pay data must be submitted to the ATO using Single Touch
Payroll (see page 161) - this can happen automatically, or you can submit data manually

from the Single Touch Payroll window.

Once the update is complete, the pay period can no longer be edited. When you next open the
Current Pay (see page 120), you will need to create a new pay period. If you need to make any
adjustments to employee’s pay after a period has been closed, you will need to use One-Off Pays
(see page 166).
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Step Six: Single Touch Payroll

Submitting Data via Single Touch Payroll

ato

After a pay is updated (see page 160), pay data must be sent to the ATO electronically using Single
Touch Payroll (STP). This can happen automatically, or you can send data manually.

NOTE: In addition to sending data for each pay run via STP, you must also send a

finalisation declaration at the end of the financial year (see page 279). This is done by
selecting Single Touch Payroll > Finalisation from the Pay menu.

Automatic Submission

If the Auto submit STP pay event data to ATO after every pay update option on the Single Touch
Payroll Setup > General section of the Setup Payroll window (see page 49) is ticked, data will be
submitted automatically after the pay is updated.

Before being sent, the data is checked and an error message appears if any validation errors (e.g.
missing information in one or more records in the data, missing information in the STP setup) are
detected:

Single Touch Payroll

There are some issues in the 5TP file, You need to fix the issues before
! submitting it.

To help you identify these issues, details have been saved to a text
document,

You can find the text document here:
CHPAYROL~TWSINGLE TOUCH
PAYROLL\DATABASE STP_PAYMUM_4 LOGTXT

Do you want to view it now?

Yes Mo

NOTE: You can check for validation errors at any time by selecting Single Touch Payroll >

Validation Check from the Pay menu.
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If no errors are detected, a declaration window appears:

+~=| Singhe Touch Payrall - Send to ATO [=ez

‘fou are about to record these pays
and lodge a Single Touch Payroll update to the ATO

Don't wiorny. we know mistalkes happen. if you make a mistake, just follow your usual process of creating another
pay with any changes you need to make, and lodging the new pay run. The ATO will update your information to

the naw pay run.

[ declare the information transmitted in this payroll report is true and correct and [ am authorisad to
make this dedaration.

Deckared by: [admin

[T Tick this bax to sign the dedlaration with the autherised signatory name and to authoriss ladgement

N o

Enter the name of the person responsible for submitting via Single Touch Payroll, tick the
declaration check box, then click Send to ATO to submit the data.

warth your approved sending service provider's AUSkey

If the submission is successful, a confirmation message appears and the STP submission’s status is
updated to “Pending”. If any errors occur during the submission attempt, they will be displayed,
and the batch’s status will change to “Not Sent”.

The status can be checked on the Single Touch Payroll window (see page 163).

NOTE: The status is also displayed on the Pay List window (see page 213).

Manual Submission

If the Auto submit STP pay event data to ATO after every pay update option is not ticked, you can
submit via STP on the Single Touch Payroll Submissions window. (You can also use this window to
view detailed information on all STP data, and check the status of submissions.)

Open the Single Touch Payroll Submissions window in one of the following ways:

e Select Single Touch Payroll > Submissions from the Pay menu.

ato

e C(lick the toolbar button.
e Select Step 6 on the Pay Cycle (see page 119).
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The Single Touch Payroll Submissions window displays all pays that the system has generated STP
data for.

1+ Single Touch Payrcll Submissions =
Filtens
STP Tyee: [ =] Fronc [0S [+] To [FAEEDE <]
STRPIDY | STPType  [la Corecton?® Persd Pay Nusher | Pay Type e s';:m,- mﬂi" Sucressfid frenacneschl| Date Subenithed ATO Stahes e =
L [T jorgryz s b 60500 | 0| 16/05/2018 01:00: 24 PM | Accnpied
10 Uipdabe Yis 010730 L5 b 150572019 “+ 2 2 16/05/2010 1-E5: 57PN Parthy Acoepied
_: 3 Fay Fo DL RS b 22/04/2019 7 Curent 22042019 10 [ 4 16/05/2019 12:49:56 ¥ Fartly Accented Comection sent by STP 1D 11 on
I # Udate e LGNS M50 !
7 Lipdabe i 01070 S s 150572010 & [ ahind Covrection sen? by STP DA on
I 5 Pay P DTS b 15/04/2019 5 Current | 157042019 1 5 4 16/05/201 scoepted | Comection sent by STP ID.T on
Il 5 Fay to LT b BEMS0019 5 Current | GOMS2015 12 12 0 16/05/201
1l 4 Pay ra 01 SR 1 B 010472020 4 Corrent | DIAM201S 17 12 O 160572019 171344 P Aceest
I 3 Pay Fa D1OFE1E be 250032019 3 Curent  35/03/2019 1 12 0| 16/05/2019 131339 P4 Accents
I 2 Pay Fo DLOF01E b 18032009 2 Current | 18/032015 12 12 0 1G/05/2019 12:1:32P4 Accente
i Pay ra DTS e 1L0S00 1 Current 10320145 1 12 0 IGM0SR019 151K PH Al
l i
RepsrdtanT0 | Bebssnios | puste | ppet | [E s |

From this window, you can:

e Manually submit (or re-submit) STP data to the ATO (see page 163)

e View the details of an STP submission (see page 164)

e View and update the statuses of pending submissions (see page 163)

e Export the contents of the main grid to an Excel spreadsheet (see page 165)

STP Statuses

The Single Touch Payroll Submissions window displays the status of all STP submissions, which
can be one of:

e No status - no attempt has been made to submit the data to the ATO.

e Not Sent - an attempt to send the data to the ATO failed.

e Pending - the data has been successfully submitted to the ATO, but no response has been
received yet.

e Accepted - the data has been submitted to the ATO, and an acceptance response has
been received.

e Partly Accepted - some employee records in the submission were accepted by the ATO,
but some were rejected.

e Not Accepted - the ATO has received the submission, but has rejected it as a whole due to
errors in the company information.

Click the Refresh Status button to update the status of the selected submission.

NOTE: The status is also displayed on the Pay List window (see page 213).

Manually Submitting STP Data

Where automatic submission has not been enabled, you can manually send STP data for a pay by
selecting it on the Single Touch Payroll Submissions window (or the Pay List window) and clicking
the Send to ATO button (or by double-clicking on it). As with an automatic submission (see page
161), the data is checked for errors, and you are required to tick a declaration before lodging the
submission with the ATO. Once the data has been submitted, you can check the submission’s
status can be checked on the Single Touch Payroll Submissions window (see page 163).
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Re-submitting and Correcting STP Data

Once data for a pay has been submitted to the ATO, you can re-submit it if you need to make any
corrections. The details of any errors that need correcting are displayed on the STP Submission
Details window (see page 164). The Send to ATO button changes to Resend to ATO - clicking this
button has different effects depending on the submission’s status:

o If the status is “Pending”, clicking Resend to ATO refreshes the submission’s status. Pending
submissions cannot be re-submitted until they have remained in the “Pending” state for 72
hours.

e If the status is “Accepted”, you will be asked to confirm that you want to re-submit it. If you
click Yes, the entire submission will be sent to the ATO again. The submission’s status
changes back to “Pending”.

o If the status is “Not Accepted”, this means that there are problems that affect the
submission as a whole (usually problems with the company information included in the
submission). Clicking Resend to ATO sends the entire submission again. The submission’s
status changes back to “Pending”.

o If the status is “Partly Accepted”, this means that the submission as a whole has been
accepted, but one or more of the employee records included in the submission have been
rejected. Clicking Resend to ATO creates a new submission containing only those records
that were rejected in the original submission. The original submission’s status stays at
“Partly Accepted”, and a note is added to its Notes column identifying the new submission
that corrects it. The new submission’s STP Type column displays “Update” and its Is
Correction? column contains “Yes”.

NOTE: You can re-send a correcting submission, creating another new submission that

corrects the correction. This process can be repeated until all errors are corrected. At each
point, only those employee records that still have errors will be included in the submission.
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STP Submission Details

To view detailed information on the STP data for a pay, select a pay on the Single Touch Payroll
window and click Details. This opens the STP Submission Details window, which displays
employer details the results of the submission attempt at the top of the window and details of
each employee in the pay in a grid in the lower half of the window. Data in the lower grid is
organised into tabs.

|1 ISTP Submission Details 2
Hesponse

Payer Details | Intermediary Details Statis

Patly Accepled
Pay

SEZ0FB-001E-4341-B741-8D22ED 13E8C7

Encueued 16/
Phone: 123455783 Agancy Respooded 16
Pay Details

22/042008

Signatony. Adrin Pay Petiod 150872018 - 2110472018

Address
Line2

Employec Delails | Pay Detalis |

| wmpsum |

=
W

|Sumame Name: Localty

|Edward James
Sandrs Okve Parra=atia
Alexandna
Liedfieid
1 Henry Kscuso 4
B Matthew Martn 2
_J Wisiam Duncan
| Bernard Cedric
] Harrison Ret
Judy May
|
4| »

E Expart J E[_; E.‘:I

If the submission has the status “Not Accepted” or “Partly Accepted”, an extra Errors tab is available
on the lower grid. This tab displays details of the error(s) that were found in the submission, which
will need to be corrected before the submission can be re-sent. In addition, for submissions with
the “Not Accepted” status, an Email to Support button becomes available next to the Status field

in the Response section at the top right - clicking this button copies the response details into an
email to MYOB Support.

Exporting STP Information

Click the Export button on the Single Touch Payroll window to create an Excel document
containing all of the details displayed on the window. The Excel document is a workbook
containing the following tabs:

e Payer - contains the employer details from the top half of the window.

e Payee - contains the employee details from the grid in the bottom half of the window.

e Response Summary - contains details of the ATO'’s response to the submission from the
top right of the window.

e Pay Details - contains details of the originating pay run from the top right of the window.

e Response Detail - this tab only appears if the submission was rejected. It contains details of
the error(s) that caused the submission to be rejected.
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One-Off Pay

Running a Pay

Exo Payroll provides the flexibility to process a pay for a particular employee or a number of
employees outside the normal pay run. These could be:

e Adjustments to previous pays, both overpays (negative One-Off Pays) and underpays for
incorrect figures previously entered

e Special Pay Run, Perhaps Christmas Bonuses

e Termination Pay

e Any pay in which you do not want the pay to be taxed together with the normal gross
earned for the pay period.

e Manual Payments, e.g. maternity leave or pay advances

Select One-Off Pay from the Pay menu. The following window appears:

-

e One-Off Payment

-

£

Fay FPeriod:

|Weekly

15/05/2018
210842018
21,/0542018

Fay Period Start Date:

Fay Fetiod End Date:
Fhysical Fay Date:

=G Expected Fayment Date:
Copy Standard Fay: Mo hd
Fay Number of Pay:
[ Do notsend to ATO

bdake One-0Off Fay

Calculate Fay

Frint Fayshest

E@] Frint Repors

Direct Credit Transfer

Finish One-0ff Pay, Backup

Delete One-0ff Fay

E Exit: Esc

-

Pay Period Select from the list of Pay frequencies. This value may only be altered prior to creating

the One-Off Pay.

Pay Period Start Date This date represents the start date of the accounting period that
encompasses payroll expenditure, primarily wages and salary earned by employees. This will
default to today’s date and may be altered prior to creating the One-Off Pay.
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Pay Period End Date This date represents the end date of the accounting period that
encompasses payroll expenditure, primarily wages and salary earned by employees. This will
default to today’s date and may be altered prior to creating the One-Off Pay.

Physical Pay Date This date represents the day on which employees are to receive their payment.
The Physical Pay Date should not be in the past, and should be reflective of the date on which
money will be transferred via direct credit. This will default to today’s date and may be altered
prior to creating the One-Off Pay.

SG Expected Payment Date A note is included on employees’ payslips, informing them that their
Superannuation Guarantee (SG) contributions will be paid on or before this date. It cannot be
earlier than the Physical Payment date, and cannot be later than the SG cut-off date for the
current quarter. The cut-off dates for each quarter are:

e Forthe quarter 1 January - 31 March, the date is 28 April

e Forthe quarter 1 April - 30 June, the date is 28 July

e Forthe quarter 1 July - 30 September, the date is 28 October

e Forthe quarter 1 October - 31 December, the date is 28 January

Copy Standard Pay This value defaults to “No”, meaning that the employee’s standard pay
transactions will not be copied into the One-Off Pay. In this situation you would manually enter all
transactions for the employee. If you want to allocate all standard pay transactions and make
additional transactions, select “Yes”. This value can be altered for each employee as they are
brought into the One-Off Pay.

Pay Number of Pay The Pay Number is automatically generated by the system, and cannot be
altered. If your pay history is missing a Pay Number, this indicates that a One-Off Pay was
previously transacted and then deleted.

Do not send to ATO |f this option is ticked, Single Touch Payroll data (see page 276) will not be
generated and submitted for the One-Off Pay.

Make One-Off Pay

Click on the Make One-Off Pay button to proceed. A confirmation message appears. Click Yes to
pay all permanent employees that are normally paid on this pay frequency into the One-off Pay
now. Casual employees will have to be brought into the pay individually.

Once the One-Off Pay has been made, the other buttons on the One-Off Payment window
become available.

Calculate Pay

To carry on and calculate some pay details in this One-Off Pay, click on the Calculate Pay button.
This lets you bring in casual employees.

Enter the employee’s code in the window that appears or press ENTER to list employees, then
choose one.

The Payroll will then ask you if you want to pay the employee this pay period. Select Yes to
proceed.

The One-Off Pay window will then be displayed for the chosen employee, where you can fill in
any details as required.
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One Off Pay E3 ]
Employves: 1 |"Wallace, Edward James @ Ej_ﬂ
“Wanes: 25.0000 0.00
Allowances Salany: 0.00
Hourly Bates Allowance Taxable: 0.00
Salary Deduction Pre-Tax: 0.00
Deductions Leawve: 0.00
Mon-Cash Benefits Gross Taxable: 0.00
Superannuation PAYG: I~ Override 0.00
Leave Management Allowance Man-Tax: 0.00
Losting Deduction PostTax; 0.00
EAYG_ Founding: 0.00
How Paid Net Pay: 0.00
Hours Paid
Fayslip MNote
Termination ‘Wizard Hours Paid: IIZIEHZI—
42 Prew: F7 | # Mest: F3 | Find : F3 | E% Save: F10 | H Reset | E Exit: Ezc |

Once all employees have been entered, click Save or press F10 to save any entered information.

You can exit the One-Off Pay, and it will remain open for you to either finish at a later time, or to
add new employee that had not been entered at the time it was created. Selecting One-Off Pay
from the Pay menu again will take you back to the One-Off Pay window where you may exit or

access any of the other functions.

NOTE: You cannot start a new One-Off Pay until the current one has been finished or

deleted.
Print Paysheet
Click this button to print the Pay Sheet for this One-Off Pay only.

You will see the Pay Sheet Print Report window where you fill in the details and set up the options
in the same way as you would when printing reports (see page 184). The only difference being
that the pay number for this One-Off Pay has already been locked in, as this is a Current Pay and
it needs to be differentiated from any other Current Pay for this frequency that may be open.
Printing this report will allow you to check the details that have been entered and if any errors are
discovered then you can go back into the Calculate Pay to amend these errors.

Print Other Reports
Click this button if you want to print any other reports for this One-Off Pay.

The Select Report window appears, allowing you to choose any other reports that you may want
to print, such as a Payslip for the employees. As above, the only difference is that the pay number
for this One-Off Pay has already been locked in as this is a Current Pay and it needs to be
differentiated from any other Current Pay for this frequency that may also be open.
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Direct Credit Transfer

This option allows you to create a Direct Credit Transfer file (see page 158), as you would when
running the Current Pay.

Finish One-Off Pay, Backup

If the One-Off Pay is correct and you want to update it and lock the figures into the pay history,
click this button.

You will be asked to confirm this. Click Yes and the pay will follow the Update procedure (see
page 160) as for running a Current pay. You will need to perform a backup before the One-Off
Pay is processed. Select Yes for any confirmation messages that appear.

Delete One-Off Pay

Click this button if you do not want to continue with this One-Off Pay and want to delete it
completely.

You will be asked to confirm this. Click Yes and the pay will be deleted.

Superannuation Transfer

If you need to produce an electronic money transfer file containing Employer Superannuation
contributions to various Superannuation Providers, select Superannuation Transfer from the Pay
menu.

= Superannuation transfer E3
Bank Setup
Bank Name: AlZ Bank Fayment Due Date: 30/11/2016

APCA Mumber:

BSE Code Account Murnber User Narne: |

| 001 -] 321 | 000012345 Prefic Accounts: | with Zeros up to B-dii v |
v Self-Balancing File

Mame of Remitter: |The Training Company

Fayer Lodgement Reference: |

Employee Lodgement Reference |PAYF{OLL

Direct Credit Transter File Narme:

|DCABA
Select Range
Frarm Ta
|F"ay period end datej | i j | i j
Super Provider | 0 | 0

[ Consolidate Employvee Totals

@ Create File | E% Save: F10 | E Euit: Ezc |
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Bank Setup

Bank Name Select the name of the bank, which determines the format of the Superannuation
Transfer File. Most major banks are supported; if your bank is not on the list and you want to use
this facility, please contact MYOB for advice on how this can be achieved.

BSB Code Enter your Bank-State-Branch number here.

Account Number Enter the unique account number for your account — credit card accounts are
not accepted.

Name of Remitter Enter your company name here — this is equivalent to a Remitter Name

Payer Lodgement Reference Extra information relating to the transaction, typically a reference
code/number/name.

Employee Lodgement Reference Extra information for the employee relating to this transaction.

Payment Due Date Meaning the date on which the bank will be transmitting the money from the
company account to the employee’s accounts.

APCA Number A unique identifier supplied by your bank.
User Name The user name registered against the User ID supplied by your bank.

Prefix Accounts Specify how to prefix account numbers that are less than nine digits long. Choose
from:

e With Zeros - Employee and employer bank account numbers are prefixed with zeros to
make the length nine characters long in the file.

e With Blanks - Employee and employer bank account numbers are prefixed with blanks to
make the length nine characters long in the file.

e With Zeros up to 6-digits - Employee and employer bank account numbers are prefixed
with zeros first if the length is less than six digits, then prefixed with blanks to make the
length up to nine.

Self-Balancing File Some banks allow users to manually enter a self-balancing line in the ABA file
before processing it. If your bank does not allow this, you will need to select this option.

Direct Credit Transfer File Name

This is the name of the file that will be created. The recommended value is DC.ABA, however the
filename can be changed to suit any given bank’s requirements. If you try to enter an incorrect
name an error message will appear.

Select Range

Select Pays Using You may choose to date locate pays by their pay period end date (earnings
method) or by their physical payment date (receipts method).

Super Provider You may choose to pay only into the funds that are within the specified range, as
opposed to paying into all funds at once. By applying superannuation provider codes in the From
and To range fields, you can create a direct credit for specific providers only. Alternatively, leave
this selection range blank in order to pay into all superannuation funds at once.

Consolidate Employee Totals If this option is unselected, the transfer file may contain multiple
lines for each employee, one for each pay period. For example, if the file is transferred quarterly,
but an employee is paid weekly, there will be twelve lines for that employee. If the option is
selected, the transfer file will always contain a single line with consolidated totals for each
employee.
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Creating the Superannuation Transfer File

Click the Create File button to proceed with creation of the Superannuation File. On each pay run,
you will be asked if you want to print a Superannuation Transfer report. Click Yes to preview the
report.

When the preview window closes, you may see another message, asking if you want to overwrite
the Superannuation file. This refers to the last file that Exo Payroll created (providing that you have
run this process before). If the last file you created was for an already processed and updated pay,
respond Yes to this question.

If you want to permanently change any given setting (with the exception of the Select Ranges)
click on the Save button - the system will use the same settings for the next pay period’s
superannuation transfer.

Pay Superannuation

The Pay Superannuation function allows you to produce a superannuation export file for
submission to a superannuation clearing house service. The details of the service that your
organisation uses are set up on the Superannuation Setup section of the Setup Payroll window
(see page 52).

NOTE: By default, the system is configured to use the MYOB Super Portal service. For
information on signing up for MYOB Super Portal, go to the MYOB website.

NOTE: Video Help is available for this topic on the Exo Employer Services Education Centre.

To export superannuation files, select Pay Superannuation from the Pay menu. The Pay
Superannuation window opens:

t+= Pay Superannuation I?l
Dizpilay |L'.I|:-|:r-ur-:| Expoeted j Balches

Bateh D | Hame Create Dale | Pay Peried

SuperBatchl 19M 02016 It- 1072046 - 302016

| Qpen

[T T T T T T T T T T T T T T 17T

| reste |

ﬁm:»»nmﬂ & Delete ] EN |

Superannuation contribution records are grouped into batches. The details of all superannuation
batches that have been produced in the past are displayed.
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Creating and Editing Batches

Click Create to create a new batch or select an existing batch and click View Details to view and
export it. In both cases, the Pay Superannuation Batch Details window appears:

i+ Py Superennuaticn Batch Detais £
Batch O etails Summany
Baich D i Crsabis Ol [ 12, 0/2016 Supeianresion Amout 264106
Daserictiont| Supe@achl Hotes Ervpleyer Conlsibedion: A.44305
S I—D.‘J'!I'l = Emploaree Condizasbor: 430000
Pryical Pay Dale Fraee [(1A07/2006 T [ 070872006 AN Sk 12
]

i’l‘_.-'pt Frowcer lare @ amaunt| =
L 1|walace, ESward James ] | wishaze Privale nssrance 3
o 2 1eEaE018 1 Wakace, Edwarnd lames 55 Wialacn Privale REsrancs 140150 20020
Bl O e 1 Walace, Edward James b ‘Walace Preale insurance 14038 20050
I 3 INATIE 1 Walace, Efwiand tamess ES Wiz Privale nsarance 1409300 20000
: 4 HMAZAZN1E 3| Heupghion, Jennet Faye 55 DOF Supsransuntan Fund 3013 000 —
o 5 agado1g 3 Heughion, Jennal Fapa 55 D0F Suparansustsn Furd W1 00
o TNGREDTE 3 Heughion, Jsnnet Faye =5 DDF Superansussen Fursd 201 G
I 2|1emazn1e 3 Heughlon, Jannst Faye =5 O0F Supsranrustien Furd 201201 £0.20
Il 3 I5A8EE 5 Kealing, Kol Adrias 55 ANP Suzer 12020
: 5 gasagnie L Haabng, il Adns a5 ANP Buzar 15020
& AGRE0TE 5 Keatmg, Kerl Adras =5 AMNF Sugar 12050
I 2/ 1B3aE1E & Healing, Kar Adrias ES ANF Suger 12000
: & MATage & Raasel Geange Themas 55 D0F Superansuntan Fund MEW 12020
L] 5 Gagadoig & Peanal, George Thamas 55 O0F Suparansustcn Furd siEW 13050
2 VRG0S & Rumeal Gearge Thomas =5 ODF Superansussen Fursd MEW 15050
I 3| Z5MEEE 5 Ressel Geange Thomas mployes  ES DDF Eupsrannustan Fund MEW 13020
I 5 Jamasiie T Rabinson, Henny Kansso Emplyee 55 AMNP Suzer 020
: & G308 7| Rebinaan, Hanry Karssn mokyse 55 AMP Sugar 2080
| | 2 TGRENG T Rebinaen, Hanry Karese Emplogee 35 AMF Sugar g ;I

[ Expant | ﬁ]fm:v| Bp Cops |E:Eu:Em|

All superannuation contributions from the selected period appear in the main grid. The options for
editing batches are detailed below.

Batch Details

This section displays identification details for the batch.

Batch ID This read-only field displays a unique ID number for the batch.

Create Date This read-only field displays the date that the batch was created on.

Description Enter a descriptive label for the batch. You can enter a longer description, including
any additional details, by clicking the Notes button, which opens a small text entry window.

Period Select the period that superannuation contributions will be drawn from. You can choose
from:

e The previous quarter

e The current quarter

e The previous month

e The current month

e A user-defined date range

Status When viewing an existing batch, this dropdown replaces the Period dropdown. It allows
you to specify the batch’s current status, which can be one of:

e Open
e Exported
e Uploaded

A batch'’s status is can be set to “Exported” or “Uploaded” automatically when it is exported (see
page 173).
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Date From ... To This shows the date range that superannuation contributions are drawn from,
depending on the Period selection. If the “User defined dates” option was chosen, you can enter
dates directly into these fields. The date range will be based on either the Pay Period End Date or
the Physical Pay Date, depending on what was selected for the Pay Superannuation based on
setting on the Superannuation Setup section of the Setup Payroll window (see page 52).

Filters

This section contains controls that let you filter the list of contributions displayed below. You can
filter contributions by any combination of the following:

e You can enter a range of pay numbers
e You can enter a range of employee ID codes
e You can show only employee contributions or only employer contributions
e You can show only contributions of a specific type:
o Compulsory Superannuation Guarantee contributions
o Voluntary Salary Sacrifice contributions
You can show only contributions to a specific Superannuation Provider

Click Clear Filters to restore all of the filter settings to their defaults.

NOTE: This section is not available when viewing a previously saved batch.

Summary

This section displays the following read-only information about the list of contributions:

e The total amount of all displayed contributions, broken down into:
o The total amount of employer contributions
o The total amount of employee contributions
e The number of employees represented in the displayed contributions
e The number of superannuation funds represented in the displayed contributions

Batch Reports

The Reports dropdown menu at the bottom of the Pay Superannuation Batch Details window lets
you generate the following summary reports on the displayed contributions:

e Detailed by employee - shows detailed information on contributions, grouped by
employee

e Detailed by provider and employee - shows detailed information on contributions,
grouped first by superannuation provider, then by employee

e Summary by employee - shows total contribution amounts for each employee

e Summary by provider and employee - shows contribution totals for each superannuation
provider, with the totals for each provider broken down by employee

e Summary by provider - shows total contribution amounts for each superannuation
provider

You can generate these reports before or after saving the batch.

NOTE: The detailed reports include columns for Spouse Contributions, Child Contributions

and Other Third Party - these cannot be populated at present. Support for these columns
will be added in a future release.
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Exporting a Batch

Once you have filtered the list of contributions as required, you are ready to export a
superannuation contribution CSV file.

NOTE: You can also copy the details of the grid to the clipboard by clicking the Copy button.

This information can then be pasted manually into a spreadsheet.

To export a file:

Y

Tick the boxes for all contributions you want to export (or tick Select All).

2. Click Save (or Export if you are exporting a previously saved batch).

3. A window appears asking if you want to export the batch. Click Yes to write the selected
contributions to an export file at the Default output location entered on the
Superannuation Setup section of the Setup Payroll window (see page 52).

4. A window appears asking if you want to open the file location. Click Yes to open Windows
Explorer at the output directory.

5. A window appears asking if you want to upload the export file to the superannuation
clearing house service. Click Yes to open a web browser to the Service website URL
entered on the Superannuation Setup section of the Setup Payroll window (see page 52),
where you will be able to select the export file and upload it to the service.

6. The Pay Superannuation Batch Details window closes and you are returned to the Pay

Superannuation window.

Import Time Transactions

The Import Time Transactions menu item is used to import time transactions from other software,
such as MYOB Exo Time and Attendance or MYOB Exo Business.

In order for this item to be available, the Import time transactions setting in the Other Setup (see
page 35) section of the Setup Payroll window must be ticked, and the File Location must be
specified.

The information to be imported can be stored in a DBF table, a CSV file or a TXT file. The
information must be recorded in a specific format (see page 271). Import files must be copied to
the specified File Location.
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If files are present in the File Location directory, selecting the Import Time Transactions menu item
opens the Import Time Transactions window:

£ Select Time Transaction Files EX

Select the Time Transaction Files to import

Aneailahle Selected

tirnetran. kst ﬂ ;I

database_timetran_2 tut
database_timetran_4. tut
databaze_impaorted_timetran_1.txt

=] =]

W :Show previously imparted files:

4ﬂe:-:t | E E:-cit:Esu:l

Tick the Show previously imported files option to include files that have already been imported in
the Available list.

Click on available files and use the arrow buttons to select or de-select them, then click Next to
proceed.

2= |mport Time Transactions 23

Fay Frequency:

Pay period end date: |1 4/09/2016

This function will import wages and time-hased
allowances for the current pay period.

Ed Impart | E Exit: Esc |

On the next window, select the pay frequency to update, then click Import to proceed with the
import. You are prompted to make a backup of the database first. Once the backup is complete,
the transactions are imported and you are given the option of printing a Time Transaction Import
Audit report. Once the report has been printed or previewed, the pay is updated and the import is
complete.

NOTE: Once imported, import files are renamed automatically to add “_imported” to the file

name, e.g. mycompany_imported_ timetran _2.dbf.
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Rapid Load Pay

The Rapid Load Pay module is an alternative to batch loading, which allows you to enter
employee hours, allowance and leave transactions in one window. All entries can be done using
the numeric keypad.

Rapid is also useful for capturing Job Costing information. It is also possible to create batches
without having to open a Current Pay first, so that batches can be pre-processed in advance while
still being able to make changes to the Standard Pay.

Accessing Rapid Load

Rapid Data Entry must have been activated from the Other Setup section (see page 35) of the
Payroll Setup window before you can access the Rapid Menu.

Once Rapid Load Pay is enabled, the Rapid Load Pay option in the Pay menu becomes available.
Selecting this option opens the Rapid Batch Selection window:

2= Batch Selection EX

Batch Templatea
Wieekly Batch :* Add - E4

f Edi:Fs

Delete : F&

Create Template

E Euxit: Esc |

This window displays a list of the current unposted batches along with the Batch Template (which
can be used as a Standard Batch much like the Standard Pay is used as the default in Payroll). At
this stage you can either create a new batch or access an existing batch.
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Adding a Batch

To add a batch, press F4 or click the Add button. You will be presented with the Batch Description
window:

== Batch Description ES

Batch Mumber: | 2

Description: |

% Save: F10 | E Euit: Esc

The batch number is automatically created by the system. Enter a name for the Batch, e.g. “Week
Ending 01/05/09" or a name that will make it obvious to you what data/transactions the Batch
contains. The name entered here is displayed on the Batch Selection window.

The Rapid Data Entry Window

Select a batch on the Batch Selection window and click Edit or press F5. You will be presented
with the following window:

-

2= Rapid Load Pay - Editing Batch Weekly Batch £2
Allowance Wage
Employee  Units Type Code Rate Type CostCentre Code Rate
R o0 [H | o | 1 Ordinary | T E 0.0000
Save: F10 | Cancel | Delete : FE | 5
Setup
Emplu',ree| Unitz |'I",rp& |Alluwf[:-educt| Rate Type | Cost Centre | Wage Code RatesAmt I: Elerfiara L
1 1.00 H 1 2210 25.0000 =
2 100 H 1 2210 9.0000 Restore Template
Pazsting Bepart
All Staff |
H=1=Hours
A =2 = Allowance
5 =23=5ick
0 =4=4Ann Leave
L =5=Lieu Time
M = E = Minutes
—| D=7=Hourz Paid
T | C=Carers Leave
TotalWages: Sick Hours: AL Hours: Lieu Hours: U = Unpaid Hours
2.00 0.00 0.00 0.00 E = 0= Deductions

Unpaid Hours: Carers Hours:

0.00 0.00 &, Post | [= Esit: Esc
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Rapid Load Pay Setup

Before you start using the MYOB Rapid Load Pay there are a couple of options you need to
consider in the Batch Setup window. Select the Setup button on the right of the window.

This window allows you to change some basic settings that will make the use of the program
easier for you.

= Batch Setup £3

Linits of Measure:

Group Fosting Report by | Staff Code j

[ Use Contral Totals
| Staff Code Carny-ouwer
[ Cost Centre Carry-owver

% Sawve: F10 | x Cancel | Exit: Ezc

Units of Measure Allows you to set the default unit of measure to Minutes or Hours. The default
and most common is Hours.

Group Posting Report by This option allows you to decide the sort order for the Posting Report.

Use Control Totals In some cases it may be appropriate to compare your Batch transaction totals
to a “Control Total” i.e. you may want to add the total hours off your timesheets and then compare
these to your batch totals. If this is the case select this option with your mouse.

Staff Code Carry-over For those of you who are using Rapid for Timesheet or Job Costing data
capture, this option means the Employee Code field in the data entry window will always default
to the last Employee code entered.

Cost Centre Carry-Over For those of you who are using Rapid for Timesheet or Job Costing data
capture, this option means the Cost Centre Code field in the data entry window will always default
to the last Cost Centre code entered.

Click Save or press F10 to save your changes and return to the date entry window. You are now
ready to start data entry.

Data Entry
The data entry window contains two sections:

1. The data entry fields, where all transactions are added
2. The data grid, where entered transactions are displayed

Employee Number Enter the employee code of the person you want to start with. If you do not
know the employee’s code, you can press F9 to bring up a list of employees and then select them
from the list.

NOTE: You can only enter transactions for employees whose Rapid Employee option is

ticked on the Other tab of the Employee Maintenance window (see page 93).

Units Enter the number of units you want to pay, dependent upon the type selected.
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Type The type of transaction that is being entered. Depending on whether you want to use the
alpha or numeric section of your keyboard you can use either the number or letter below:

e Hor1forHours

e Aor2for Allowances

e Sor 3forSick Leave

e O or4for Annual Leave
e Lor5for Lieu Time

e M or 6 for Minutes

e D or7forDays Paid

e Cfor Carer's Leave

e U for Unpaid Leave

e E or O for Deductions

Allowance Code If you are paying an allowance, enter in the corresponding allowance code here.
If you do not know the Allowance code, you can press F9 to pop up a lookup list of Allowances
and then select them from the list.

Rate This is the pay rate indicator that will be used i.e. 1 =ordinary, 2= time and a half etc. This is
based on the Rate Types (see page 43) set up on the Payroll Setup window (see page 21).

Type Displays the name of the pay rate type being used.

Cost Centre Allows you to enter a cost centre code against the payment, leave as zero to use the
employees default cost centre. If you do not know the Cost Centre code, you can press F9 to pop
up a lookup list of Cost Centre and then select them from the list. This field would be used for the
Job Numbers if you are doing Job Costing.

Wage Code Enter a code here for the Hourly Rate required if you are using multiple hourly rates.

Rate Allows you to enter an alternate pay rate for this transaction or leave as zero to use the
employees default rate.

To move between fields you can use the ENTER or the TAB key. You do not need to move through
all fields if you are not changing them i.e. you can just enter an Employee Code and some Hours if
that is all that is needed.

NOTE: All fields are validated, i.e. you can only enter a valid Employee Code, Allowance,

Cost Centre etc. If you want to see a list of any of these codes, press F9 at any time.

As you key and save transactions you will see them build in a list in the data grid section of the
window.

Editing Transactions

Once an item has been entered in the Transaction fields it can still be edited in the Data Grid
section of the window. To do this, simply click on the line and tab to the field you want to
change. You can then arrow to the line you want to edit.

The Batch Template and Restore Template Button

If your staff are generally fairly static in the number of hours, allowances etc that they receive, you
are able to set up a Template Batch, which is similar to the Standard Pay in payroll. This can then
be used to create the basic data for your other batches.

This option provides you with a way of quickly creating batches where you only have a few small
changes to make each pay period. Edit the Batch Template and enter any “standard” transactions
i.e. 40 hours etc for each employee.

When it comes time to create a new batch you are able to copy your Template into the new batch
by selecting the Restore Template button at the right of the data entry window.
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Restore Last

In some circumstances it may be necessary to restore a previously the last posted batch i.e. the
posting file is corrupted in some way. This option restores the last set of posted data; if for
example it was posted before some information was entered it could be brought back, changed
and then posted to the payroll again.

NOTE: Selecting this option after having entered data into a batch will result in the loss of

that data.
Posting Report

Sends a report to the printer, which shows all the details of what will be posted to the payroll
system.

Staff Selection list

This option lets you determine how staff are displayed in the browse window. Choose from:

e All staff - Shows all staff to be posted
e Specific staff - Shows only the employee being worked on

Post Select this to save the details for the employee you are entering. You can also save a
transaction by pressing F10 key or the + (plus) key.

MYOB Exo Remote

If you have the MYOB Exo Remote add-on, the Exo Remote item in the Pay menu allows you to
send employee data to a different computer for remote data entry. Exo Remote has its own Help
file, which can be accessed by pressing F1 at any time.

MYOB MyStaffinfo

The MYOB MyStaffinfo product expands the payroll operation onto a secure internet site:
https://www.mystaffinfo.com

By releasing certain payroll-related information to employees and managers on-line, you can
streamline the payroll process by:

e keeping all data in electronic form, hosted, supported and secured by MYOB

e having the employees maintain and input their own contact details, timesheets, and leave
requests

e having the managers approve the payroll transactions

e having leave requests imported as reminder notes

e having timesheets imported directly into the current pay

Avoid disruptive phone calls and piles of paper - get your employees to submit their payroll
queries using the in-built messaging system.

Contact the MYOB sales team today for a free presentation.
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Other Activities

Upgrading

Several options are available to upgrade Exo Payroll from within the program itself.

Note: If you are installing to a Network Location or onto a computer using Windows

2000/XP/2003 you must be logged onto the Network or Computer as a user with
Administrator rights. If you are unsure contact your IT Administrator.

Upgrading Software

You can upgrade your current version of MYOB software by selecting Upgrade Software from the
Help menu.

NOTE: If several users are operating MYOB software across a network, they all must exit

their MYOB software before you start the upgrade process.

Selecting this option opens the Upgrade Software window:

= Upgrade Software =1

Flease inser the latest upgrade disk and
select the drive.

|C4\ Hard Disk ~ ]
x Cancel |

Either:

e Use the combo box to select the disk drive holding your MYOB CD.

e Click the J button to specify the location of the upgrade program (install.exe), which can
be stored on a file server, and run from that location on the server.

Once you have selected the location of the upgrade, you will be exited from your MYOB software,
for the upgrade process to begin. Follow all onscreen prompts to complete the upgrade of the
Exo Payroll software. A restart may be required. After the restart, open Exo Payroll in the normal
way. If a restart is not required, Exo Payroll is started automatically following the upgrade.

181



Other Activities

When you restart Exo Payroll, the upgrade process for your company files will begin automatically.
The Upgrade Software window appears, prompting you to specify which companies you want to
back up during the upgrade process.

== |pgrade Software EX

A new version of the Application Software has been detected and wour data will be upgraded.
W'e recommend vou backup your data naw,

These companies will NOT be backed up These companies WILL be backed up
D emonstration Company J J
>
>3
<
<<

=] — =]

Backup Options

Backup To: | CAPAYROLLYA -

Upgrade Mow | Don't Upgrade |

Select which companies you want to back up and click the > button to move them to the list on
the right. During the upgrade, a backup will be made for each company listed on the right of the
window.

If you chose to back up your companies, the backup is performed before that company’s data is
upgraded. As each company is upgraded, the names of the files being upgraded are displayed in
the top right corner of the window. Do not interrupt this process. It may take several minutes.

You may be prompted to “Convert 3.0 resource file to 6.0 format”. Click Yes.

Once the upgrade process has finished, you will be returned to the company selection window.
You can now continue using the software in the normal way.
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Upgrading Software Online

From within Exo Payroll you can check if any updates are available online, and if so, download
and install them immediately. Select Upgrade Software Online from the Help menu. The following
window is displayed:

e MYOB EXO Employer Services Update >

MYOB Exc Employer Services Welcome

Welcome to the MYOB EXO Employer Services update. Follow
the on screen instructions to search for new updates.

This process requires an active Intemet connection.

Click Next to continue.

Meat = Cancel

Follow the onscreen instructions to update your software online.

If you haven’t updated your software for a while, a window will be displayed to remind you to
check for updates when you exit out of the software.
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Reporting

Printing Reports

i

Selecting Print Reports from the Reports menu or clicking the Print Reports button on the toolbar
or Pay Cycle (see page 119) opens the Select Report window.

e Select Report @

Employees

Pay l Financial l Leave I Maintenance \ Tax l Payment Summaries | Report Runs I Custom

James Wallace
Binhdays 134 Ilarch Road
Clock Card Labels
Etnploves Houtly Pates Richmond NEW 3130
Employee Service
Employees 2 0 Smith
Motes

65 Victoria Foad

Patramatta N3W 2150

R H Eamso
31 Buckingham Street

Used far printing employee address labels far
posting, or labeling payslip envelopes. Will print
to most standard label stationeny.

=

[ Append output file name with date and time stamp

Eﬂ Select E Exit: Ezc

This window shows the list of reports (see page 187) you can print information from, arranged into
tabs. This also shows you what each report is used for.

Ticking the Append output file name with date and time stamp option adds date and time
information to the filenames of all report files you generate.

184



MYOB EXO Payroll

Double-click on the report that you want to print or highlight it and click Select. This opens the
Print Report options window:

2= Print Report - Payslip Custom @
Sort Jrders:
Sort Order 1: Sort Order 2: |Empluyee Code J
Selection Ranges: Frarm: To: Fay Twpe:
Fay Petiod Date | I | L o Current
Etnployee Code | | J {" Selected
Employee Alpha | | J { Standard
Department | | J Fay Frequency:
Default Cost Centra | | J |Weekly j
Fay Mumber | | _
Dptions:
I:j\;itc‘int icunn EaE|L|11nput: |Detalls: Fieport Options |
Mote Line 2 |
Mote Line 3 |
Mote Line 4 |
Output Options:
Destination: | Printer j Frinter: |Ad|:|be FOF j

Mumber of Copies: 1 | Setup Frinter
E@] Prirt | E% Save F1EI| E Euit: Esc

Reports can be printed in a variety of ways, depending on the options selected here.
Sort Orders

Sort Order 1 If a choice of primary sort order is available for a particular report, the first choice will
be highlighted. The options in the list differ depending on the report being printed, but can
include:

e Employee Code
e Employee Alpha
e Department

e Cost Centre

e Allowance

Sort Order 2 If a secondary sort order is available, the first choice will be highlighted. This means
that the Sort Order 2 option will only be available if you have something other than Employee
Code or Alpha highlighted in Sort Order 1, e.g. Department. The options in the list could include:

e Employee Code

e Employee Alpha
e Department
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Selection Ranges

Pay Period Date The From: and To: dates are only available if the pay frequency is other than the
Current Pay Period. All Period reports (such as Pay Sheet, Payslips etc) will default to the Current
Pay Frequency and as such do not require a date range.

If the window has defaulted to Current (for example) and you want to select a particular date
range, go to the Pay Type section and click on Selected. The Cursor will then move to the Pay
Period Date (From/To). Enter the from date (01/11/98 or 1998) and press Enter. Fill in the To date
(30/11/98 or 1998) and press Enter.

The other choices under Selection Range would normally be left blank to ensure that all items in
the range are included.

Employee Code/Employee Alpha Enter values here if you want a report for a particular employee
or range of employees. These fields validate that you have entered a correct code. To look up a
list of employee codes, enter zero here.

Department Enter values here if you want a report for a particular department or range of
departments. These fields validate that you have entered a correct code. To look up a list of
department codes, enter zero here.

Default Cost Centre Enter values here if you want a report for a particular Cost Centre or range of
Cost Centres. These fields validate that you have entered a correct Cost Centre code. To look up a
list of department codes, enter zero here.

Pay Number Each Pay Period is numbered. Enter values here if you want a report for a particular
Pay Number.

Pay Type
This determines the date\pay period to which the report relates. Select the type required. Choose

from:

e Current - The Current Pay Period
e Selected - A selected date range
e Standard - The Standard Pay

Pay Frequency

Select the desired pay frequency from:

e  Weekly

e Fortnightly
e Bi-Monthly
e 4 Weekly

e Monthly

e Any - This option will provide a report on any frequency used within the period the report
is called for. This option is only available if you select “Selected” or “Standard” for the Pay

Type.
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Options

If the report has other options specific to that report, these can be accessed by clicking the Report
Options button. Report-specific options are available for most reports on all tabs of the Select
Report screen:

e Employees Tab (see page 192)

e Pay Tab (see page 193)

e Financial Tab (see page 198)

e Leave Tab (see page 201)

e Maintenance Tab (see page 203)

e Tax Tab (see page 204)

e Payment Summaries Tab (see page 204)

Additional Input

These fields are only available on some reports, e.g. Payslips. They allow you to put in notes for
the selected employee(s).

NOTE: These notes are not printed if the employee already has a Payslip Note (see page

149) specified in the Current Pay.

Output Options

Destination Select where the report should be directed to. Choose from:

e Printer
e Screen
o File (PDF)

e (CSV Output

o Excel Output (XLSX)

o MyStaffinfo, if the MYOB MyStaffinfo product (see page 180) is installed

e Distribution - this option lets you print, email and/or upload payslips to all or some
employees in a single operation (see page 207).

NOTE: See the MyStaffinfo Help for information on sending reports and payslips to

MyStaffinfo.

The custom payslip report (see page 205) offers an additional Email option, which emails the
report to all employees who have an email address defined.

Printer This displays the name of the printer that you are printing to. Select the Setup Print option
to display printing options before the report is printed; otherwise the report will be sent directly to
the printer using the default options.

File Name This displays the name of the file that will be created when “File” or “CSV Output” are
selected.

Number of copies The default number of copies is 1. Enter the number of copies you require.
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Available Reports

MYOB Exo Payroll has a comprehensive and ever-increasing selection of Reports, arranged into
several categories. These categories appears as tabs on the Select Report window (see page 184).

The following tables list all available reports by the category that they appear in.

Employees
Report Description
Address Labels Employee names in label form.

Apprentice Hours List of Apprentices and Hours worked to-date.

Birthdays List of employees’ birthdays, start dates and ages.

Clock Card Labels  Prints out a list of labels to put on clock cards, showing the employee’s
code, name, department and cost centre.

Employee Hourly Listing of employees Hourly Rates.
Rates

Employee Service  Listing of period of service for each employee.

Employees Full employee details report.
Notes Full detailed Notes history.
Pay
Allowance History A detailed history report on any allowances paid.
Deduction History A detailed history report on any deductions paid.
Direct Credit Schedule Listing of Direct Credits by employee.
Exceptions Highlights employees whose current pay is outside certain
ranges.
Lost Production Listing of hours lost due to non-productive time, i.e. sick or

annual leave, for waged employees.

Non-Cash Benefits History A detailed history report on any fringe benefits and salary
sacrifice allocated.

Paid Parental Leave History A detailed history report on all employees who received Paid
Parental Leave during the specified period.

Pay Sheet Detailed Pay Period report.
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Pay Summary A full itemisation of all payroll expenditure, in either summary
or detail form, with month-to-date and year-to-date totals.

Payment Analysis A cash breakdown showing all payments made during a
specified pay period to selected employees.

Payroll Input Form Form used to collate Payroll data prior to punching.
Payslip Employees Payslip, A4.
Payslip - PDF Email Payslip used to generate small PDF files that can be emailed

en masse to your employees.

Payslip Custom Employee payslip that can be customised to suit your
company’s requirements (see page 205).

Superannuation History This report shows the historical superannuation contributions
transacted for each employee for a selected period.

Timesheet Employee Timesheets.
Financial
Budget 12-month forecast of Payroll costs based on today’s standard
pay setup.
Costing Analysis Detailed costing report which groups expenditure, such as

wages, allowances and leave, superannuation, WorkCover,
payroll tax and increases in leave accruals.

General Ledger General Ledger Journal listing for manual punching or
interfacing, which groups expenditure, such as wages,
allowances and leave, superannuation, WorkCover, payroll tax
and increases in leave accrual.

Hours Analysis Listing of hours worked by an employee by rate type.

Payroll Audit Tracks the differences in the employees’ gross pay, across the
standard pay, last updated pay and current pay. Also displays
audit notes recorded for various system events, if dates are
specified for the Audit Notes Between fields.

Superannuation Produces a CSV file for uploading employee superannuation
Contributions contributions to external superannuation services.
Superannuation Produces a CSV file for uploading employee details to external
Employees superannuation services.
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Superannuation Summary  Displays a breakdown of funds going into Superannuation
schemes, with Employer Contribution vs. Employee
Contribution vs. funds that are Salary Sacrificed into a scheme.

Superannuation Transfer Lists all employer super contributions that will appear in the
superannuation transfer (direct credit) file.

Trial Balance A Summary of all Pay Details for any period i.e. YTD or MTD.

WorkCover Detailing earnings liable for WorkCover and the rates
applicable on those earnings.

Leave

Report Description

Annual Leave The Annual leave liability to each employee as of the either
the current open pay period or if the current pay is closed, the
next current pay period to follow.

Days Taken A log of the days on which leave was taken, within each pay
period.
Leave Balances Shows Annual leave, Sick, Long Service and Lieu liability, by

unit but not in dollar values.

Leave Paid Listing of Annual leave, Sick, Long Service and Lieu leave
taken.

Leave - Dates Absent A log of the days on which leave taken, on each calendar day.

Lieu Days/Hours Lieu Day/Hour liability report.

Long Service Leave Long Service Leave liability report.

Personal Leave An extension of the Leave Paid report, the Personal leave

report details the sick leave and carer’s leave transacted for
each pay period, along with number of days taken without a
medical certificate, during that period.

Personal Leave Entitlement  The personal leave liability to each employee as of either the
current open pay period or, if the current pay is closed, the
next current pay period to follow.

Rostered Days Off Balances  Shows the current balance of accrued Rostered Days Off per
employee.

Rostered Days Off History Shows how many Rostered Days Off have been accrued and
taken, per employee, over the supplied pay period date range.

Unpaid Leave Listing of Unpaid Leave taken.
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Maintenance
Allowances Allowance masterfile listing.
Cost Centres Listing of Cost Centres.
Deductions Deduction masterfile listing.
Departments Department masterfile listing.
Non- Non-Cash Benefits masterfile listing.

Cash Benefits

Superannuations This report shows the configuration of all your superannuation
contributions.

User Security This report lists all the users that have access to the system and the
areas they can access.

Tax

Report Description

PAYG for BAS  Provides tax information for the Business Activity Statement.

Payroll Tax There are eight Payroll Tax reports, one for each Australian State, which
outline the Payroll tax to pay. Wages paid inside your State will be taxed
according to the current Payroll Tax rate and thresholds for your State. The
wages you pay to workers whose place of work is outside of your State will
appear in the Interstate Wages column and will be taxed accordingly.
Ensure your employees are costed to the correct Cost Centre and that your
Cost Centres link to the correct States.

Payment Summaries
Report Description
Amended BPS These reports allow you to submit amendments to
Amended ETP Payment Summaries that have already been submitted
Amended INB to the ATO.

Amended Electronic File

Business and Personal Services An ATO Authorised PAYG Payment Summary for
contractors, printed at year end. Can be generated to
file for electronic filing.

Electronic File The Electronic File Format for the Individual Non-
Business Payment Summary, including ETP
components (also called the Payment Summary Annual
Report, or PSAR, file).
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Employment Termination Payment A breakdown of Eligible Termination Payments, as
generated from the Termination Wizard (see page 149).

Individual Non-Business An ATO Authorised PAYG Payment Summary for
Individuals - Non Business, printed at year end. Can be
generated to file for electronic filing.

Voluntary Payment An ATO Authorised PAYG Payment Summary for
contractors, printed at year end for periods prior to 1
July 2009. Can be generated to file for electronic filing.

NOTE: As of 1 July 2009, the Voluntary Payment summary is obsolete. This report will not

generate any results if the From Date field is 01/07/2009 or later.

Report Options

Employees Tab
Address Labels

e Print payslip name - shows the payslip name as given in the Employee Maintenance
window, as opposed to Surname, First Name.

e Show terminated employees - include ex-employees in the report.

e Label type - if you have Avery sticky labels you can select a label type here to pre-format
the report to exact measurements.

Apprentice Hours
e Show terminated employees - include ex-employees in the report.
Birthdays

e Show average age - displays the average age of the selected group of employees at the
bottom right.
e Hide employee age - hides the employee’s age.

Clock Card Labels

e Print payslip name - shows the payslip name as given in the Employee Maintenance
window, as opposed to Surname, First Name.

e Label type - if you have Avery sticky labels you can select a label type here to pre-format
the report to exact measurements.

Employee Hourly Rates

e Print each department/cost centre on a new page - start a new page for each
department/cost centre, when sorting by department/cost centre.

e Show All Employees - show all employees regardless of whether or not they are waged or
salaried.

e Show Wages Employees - show only waged employees, exclude salaried employees.

e Show Salary Employees - show only salaried employees - will show the standard salary
rather than an hourly rate.

e Report Layout - choose from Landscape or Portrait orientation.
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Employee Service

None.

Employees

Notes

None.

Show terminated employees - include ex-employees in the report.

Show telephone number - include the contact phone number and/or mobile number.
Show address - include the contact address.

Show employee details - include the occupation, employment, ACC and taxation status.
Show leave entitlements - include contractual leave entitlement rules for these leave types
as specified in the leave entitlements tabs of the Employee Maintenance window.

Show notes - include the contents of the Notes tab for the specified employee.

Show user defined fields — display the optional custom fields that are stored in the Other
page tab of the Employee Maintenance window.

Show Department/Cost Centre on a new page - start a new page for each
department/cost centre, when sorting.

Show only terminated employees - display only ex-employees in the report.

Pay Tab

Allowance History

Detail report - if the report is for a selected date range, shows a date, total units and dollar
amount of the allowance for each pay.

Print each department/cost centre/allowance on a new page - start a new page for each
department/cost centre/allowance, when sorting by department/cost centre/allowance
code.

Show zero allowances - choose whether to include allowances with an amount or zero.
Select pay using - choose whether to report on pays based on their Pay Period End Date
or Physical Pay Date.

Deduction History

Detail report - if the report is over a selected date range, shows a date and dollar amount
of the deduction for each pay. Leave this option off for a summary report.

Print each department/cost centre/deduction on a new page - start a new page for each
department/cost centre/deduction, when sorting by department/cost centre/deduction
code.

Select pay using - choose whether to report on pays based on their Pay Period End Date
or Physical Pay Date.

Direct Credit Schedule
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Print each department/cost centre on a new page - start a new page for each
department/cost centre, when sorting by department/cost centre.

Show payer details - show your company’s name, bank account and particulars in the
report header.

Orientation - choose from Landscape or Portrait orientation.
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Exceptions

Detail report - if the report is over a selected date range, show a date and breakdown of
each pay for each pay period

Summary report - if the report is over a selected date range, show only totals from the pay
periods that fall within the given date range.

Lost Production

Print each department/cost centre on a new page - starts a new page for each
department/cost centre, when sorting by department/cost centre.

Non-Cash Benefits History

Non-cash benefit on a new page - starts printing at the top of a new page for each non-
cash benefit.

Print each department on a new page - starts a new page for each department.

Detail report - if the report is over a selected date range, shows a date, total units and
dollar amount of each benefit transaction in the pay.

Summary report - if the report is over a selected date range, this report shows a sum for
each occurrence of a new benefit in the pay.

Select pay using - choose whether to report on pays based on their Pay Period End Date
or Physical Pay Date.

Paid Parental Leave History

Detailed report - provide greater depth of information. Leave this option off to see a
summarised view.

Print each department/cost centre on a new page - start a new page for each
department/cost centre, when sorting by department/cost centre.

Show zero paid parental leave - Include employees who have zero paid parental leave
recorded against them.

Pay Sheet

Detail report - provide greater depth of information, actual wage, allowance and deduction
lines. Leave this option off to see a summarised view (totals only for wages allowances and
deductions).

Print each department on a new page - start a new page for each department.

Portrait report - tick this option for Portrait orientation, untick it for Landscape view.

Print report using - select whether to print the report by Pay Period End Date or Physical
Pay Date.

Show employer superannuation - tick this option to include employer superannuation
amounts on the report.

Show non-cash benefits - tick this option to include Non-Cash Benefit amounts on the
report.

Pay Summary

Show Details - shows a line for each transaction including the units and dollar amount, plus
a total line for each transaction type. Leave this option off in order to show just the total
line for each transaction type.
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e Show Month and Year to Date - in addition to a column that shows figures for the actual
date range being queried, the report can also show a column with figures that accumulate
from the start of the month being queried, and a column with figures that accumulate from
the start of the financial year being queried.

e WorkCover — Use Grossed up value for Fringe Benefits - factor in the applicable fringe
benefit tax and/or GST input credits by multiplying the transacted Fringe Benefit amount
by the relevant gross up rate, as derived from the Fringe Benefit Type setting in the Non
Cash Benefits masterfile. The GST that is to be applied to the WorkCover levy itself is
handled via a separate GST Rate (%) input field, on the Print Report window, for this report.

e Show individual Wages - shows the breakdown of each employee’s wages.

e Show individual Allowances - shows a breakdown of each employee’s allowances.

e Show individual Deductions - shows a breakdown of each employee’s deductions.

e Show individual Non-Cash Benefits - shows a breakdown of each employee’s non-cash
benefits.

e Show individual Superannuations - shows a breakdown of each employee’s
superannuation contributions.

e Show terminated employees - select to include terminated employees in the report.

e Show only terminated employees - only employees who have been terminated will be
included in the report.

e Print report using pay period end date - the report will show any pays with a pay period
end date of 1 July and greater.

e Print report using physical pay date - the report will show any pays with a physical pay
date of 1 July and greater.

e Show apprentices - select whether to report on all employees, on all employees except for
apprentices or on apprentices only.

Payment Analysis

e Print each department on a new page - start a new page for each department.

e Show all transactions - show transactions of all types: cash, cheque, and direct credit.

e Signature list only - so that employees can sign off their wages. Usually printed together
with a normal payment analysis.

e Exclude direct credits details - don’t show direct credits, just cash and cheque analysis.

Payroll Input Form
None.

Payslip

e Show Company Name - displays the company name at the top of each payslip, as
provided in Payroll Setup window.

e Show Address - shows address as given in the Employee Maintenance window.

e Show Hourly Rate - an extra line apart from the wages lines, to indicate the employee’s
base hourly rate from the standard pay. If the employee is salaried, this option will print the
employee’s annual salary instead.

e Show Annual Leave Entitlement - displays the current annual leave entitlements inclusive
of the current pay, assuming that the current pay is open.

e Show Personal Leave Entitlement - displays the current sick pay entitlements inclusive of
the current pay, assuming that the current pay is open.

e Show Lieu Entitlement - displays the current lieu day entitlements inclusive of the current
pay, assuming that the current pay is open.

e Show Long Service Leave Entitlement - displays the current long service entitlements
inclusive of the current pay, assuming that the current pay is open.
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e Show Year to Date Totals - displays current gross earnings, PAYG and student loan
repayments for the tax year that the pay period falls into.

e Print Summary Slip - prints a separate sheet of totals for the pay at the end of the payslip
run.

e Only print pays that have changed - hides the employee from the report if the current pay
is identical to the standard pay.

e Show lines - show line separators between header and footer, for cosmetic enhancement.

e Show titles - show the titles usually pre-printed on the payslip paper.

e Show Direct Credit information - show the bank account numbers for any direct credits in
the pay.

e Show Shift Leave Entitlement - displays the current shift leave entitlements inclusive of the
current pay, assuming that the current pay is open.

e Show Other Leave Entitlement - displays the current other leave entitlements inclusive of
the current pay, assuming that the current pay is open.

e Show Rostered Days Off - displays the current Rostered Days Off entitlements inclusive of
the current pay, assuming that the current pay is open.

e Show MTD for Super Guarantee Scheme - displays a Month to Date total of employer
superannuation.

e Show Year to Date Superannuation - displays a Year to Date total of employer and
employee superannuation (the Show Year to Date Totals option must also be enabled).

e Wages lines in Detail - show individual wage lines as they appear in the current pay wages
window, and a total for the wages lines at bottom.

e Wages lines in Summary - show only a total across all wages lines in the pay, rather than
each line by units, rate and rate type.

e Top Margin Adjustment - used for the A4 security payslip; enables you to increase or
decrease the top margin by 5mm either way. Useful if you want the payslip to start printing
higher or lower on the page.

e Calculate YTD Totals - choose how to calculate Year to Date totals. Choose from:

o using the pay period end date - the report will start the year to date accrual with
pays which have a pay period end date of 1 July or greater. Matches Accounting
reports such as the Trial Balance.

o using the physical pay date - the report will start the year to date accrual with pays
which have a physical payment day that falls on 1 July or greater. Matches Tax
reports such as the PAYG Payment Summary.

e Print Report Using - you may elect to date pays by their pay period end date (earnings
method), which matches Accounting reports such as the Trial Balance, or by their physical
payment date (receipts method), which matches Tax reports such as the PAYG Payment
Summary.

Payslip - PDF Email
As for the Payslip report.
Payslip Custom

NOTE: Custom payslip layouts are set up in the Payslip section of the Setup Payroll window

(see page 41).

e Print Summary Slip - prints a separate sheet of totals for the pay at the end of the payslip
run.

e Show Company Name - displays the company name at the top of each payslip, as
provided in Payroll Setup window.

e Show Address - shows address as given in the Employee Maintenance window.
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Show Hourly Rate - an extra line apart from the wages lines, to indicate the employee’s
base hourly rate from the standard pay. If the employee is salaried, this option will print the
employee’s annual salary instead.
Show Annual Leave Entitlement - displays the current annual leave entitlements inclusive
of the current pay, assuming that the current pay is open.
Show Personal Leave Entitlement - displays the current sick pay entitlements inclusive of
the current pay, assuming that the current pay is open.
Show Lieu Entitlement - displays the current lieu day entitlements inclusive of the current
pay, assuming that the current pay is open.
Show Long Service Leave Entitlement - displays the current long service entitlements
inclusive of the current pay, assuming that the current pay is open.
Show Direct Credit information - show the bank account numbers for any direct credits in
the pay.
Show Rostered Days Off - displays the current Rostered Days Off entitlements inclusive of
the current pay, assuming that the current pay is open.
Show Year to Date Totals - displays current gross earnings, PAYG and student loan
repayments for the tax year that the pay period falls into.
Show YTD Superannuation - displays a Year to Date total of employer and employee
superannuation (the Show Year to Date Totals option must also be enabled).
Show MTD for Super Guarantee Scheme - displays a Month to Date total of employer
superannuation.
Only print pays that have changed - hides the employee from the report if the current pay
is identical to the standard pay.
Calculate YTD Totals and Print YTD Totals - choose how to calculate and display Year-to-
Date totals. Choose from:
o pay period end date - the report will start the Year-to-Date accrual with pays that
have a Pay Period End Date of 1 July or later.
o physical pay date - the report will start the Year-to-Date accrual with pays that
have a Physical Payment Date of 1 July or later.
Print report using - you may elect to date pays by their pay period end date (earnings
method), which matches Accounting reports such as the Trial Balance, or by their physical
payment date (receipts method), which matches Tax reports such as the PAYG Payment
Summary.
Wage lines - choose how to display employees’ wage lines:
o Detail - show individual wage lines as they appear in the current pay wages
window, and a total for the wages lines at bottom.
o Summary - show only a total across all wages lines in the pay, rather than each line
by units, rate and rate type.
Print payslip layout - Choose which custom payslip layout to use when printing payslips:
A4, A5 or MYOB A4 Security.
Email payslip layout - Choose which custom payslip layout to use when emailing payslips:
A4, A5 or MYOB A4 Security.

Superannuation History
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Show Department/Cost Centre on a new page - start a new page for each
department/cost centre, when sorting by department or cost centre.

Hide employee superannuation - tick to exclude employee contributions from the report.
Hide employer superannuation - tick to exclude employer contributions from the report.
Print report using - choose whether to report on pays based on their Pay Period End Date
or Physical Pay Date.
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Timesheet

e Print each employee on a new page - allows you to print a timesheet for each employee
on a separate page, rather than a generic timesheet for all employees.

e Start Day - allows you to specify which day of the week that the first Heading input field
corresponds to, i.e. the start day of your roster.

Financial Tab
Budget

e Detail report - display a breakdown of how of each employee’s wage lines, allowance lines
and salary contribute to the projected annual earnings.

e Summary report - display only a total of wages, allowances and salary per employee, for
the projected annual earnings.

Costing Analysis

e Show detail - show each transaction in the pay, and how it accumulates towards the cost
centre. Turn off to see only transaction totals per cost centre.

e Show wage hours - shows the actual hours worked alongside the wage line.

e Print each department on a new page - start a new page for each department.

e Show employee totals - use in combination with the Summary view to see totals per cost
centre plus totals for employees within that cost centre, without having to see all the
transaction details.

e Hide salary amounts - prevent salaries from factoring into the totals per cost centre and the
grand total - useful when you only want to see wages expense.

e Hide wage hours - hide the hours paid as wages from the report.

e Hide allowance amounts - prevent allowances from factoring into the totals per cost centre
and the grand total.

e Hide annual leave amounts - prevent annual leave from factoring into the totals per cost
centre and the grand total.

e Hide personal leave amounts - prevent personal leave from factoring into the totals per
cost centre and the grand total.

e Hide long service leave amounts - prevent long service leave from factoring into the totals
per cost centre and the grand total.

e Hide shift leave amounts - prevent shift leave from factoring into the totals per cost centre
and the grand total.

e Hide other leave amounts - prevent other leave from factoring into the totals per cost
centre and the grand total.

e Hide deductions amounts - prevent deductions from factoring into the totals per cost
centre and the grand total.

e Hide leave accruals - prevent leave accruals from factoring into the totals per cost centre
and the grand total.

o Hide WorkCover - prevent WorkCover from factoring into the totals per cost centre and the
grand total.

e Hide superannuation deduction amounts - prevent superannuation contributions from
factoring into the totals per cost centre and the grand total.

e Hide non-cash benefits - prevent non-cash benefits from factoring into the totals per cost
centre and the grand total.

e Use Grossed up value for Fringe Benefits - when calculating WorkCover levies on fringe
benefits, use the grossed-up value of the fringe benefit.
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Hide superannuation payment amounts - prevent superannuation contributions from
factoring into the totals per cost centre and the grand total.

Select Pays Using - you may elect to date locate pays by their Pay Period End Date
(earnings method), which matches Accounting reports such as the Trial Balance, or by their
Physical Payment Date (receipts method), which matches Tax reports such as the PAYG
Payment Summary.

General Ledger

Show employee totals - shows total hours, debits and credits for each employee. Useful in
the summary view when you want to see how the summarised total is spread over the
employees without having to see each transaction. Useful in the detailed view when you
want to see the total result of each employee’s transaction. Not recommended when you
are exporting the general file.

Create a batch file - tells the system to output general ledger data to an accounting
package such as ACCPAC 16-bit, DacEasy, Quantum-5, Cashbook, Global 3000, GECL
General Ledger, or ASCII version 1. For other file formats such as ACCPAC 32-bit, Attache,
Decfin, Greentree, NZA Gold, Sage, or Visual Cashbook, use the General Ledger Exporter
(Reports menu->Export General Ledger).

Hide Leave Accruals - hide accruals for annual leave, personal leave, long service leave
and rostered days off from the report.

Use Grossed Up value for Fringe Benefits - when calculating WorkCover levies on fringe
benefits use the grossed-up value of the fringe benefit.

Hide WorkCover - prevent WorkCover from factoring into the report.

Hide superannuation payment amounts - prevent superannuation payment amounts from
factoring into the report.

Export all general ledger payments - always export all of the transactions in the pay.
Export only payments not yet posted - when you create a GL file, the transactions in it are
deemed to be ‘posted’ to the general ledger. Using this option avoids doubled-up
postings, in that if there is a mistake in the GL file and you have to recreate it, only the
transactions that are new to the second file will be posted, and the same accounts won't
be processed twice.

Export to accounting software - choose your file format here.

Summary Report - Show only totals for the given sort order, e.g. totals per employee, totals
per GL code, without showing the details of the transaction.

Detail Report - Show each transactions in the pay and total them, for the given sort order,
e.g. totals per employee and the breakdown of the pay for the employee, totals for the GL
code, broken down into totals for the employee, and broken down further into each
individual transaction.

Hours Analysis
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Detail report - if the report is over a selected date range, show a date and breakdown of
hours for each wage line in the employee’s pay.

Show Employee Totals - In the detail view you get a breakdown of hours by wage line for
the employee, this option gives the sum of those wages lines, for the employee.

Show Amount Analysis - shows a dollar value for the hours worked at the specified rate
type for each employee.

Show Premium Amounts - provides an analysis of the difference, or “premium” between
ordinary dollars and overtime dollars.

Print each department/cost centre on a new page - start a new page for each
department/cost centre, when sorting by department/cost centre.

Show terminated employees - include ex-employees in the report.



Other Activities
Payroll Audit

e Ignore Casual Employees - casual employees can often create variances, because they are
paid intermittently. Although the variances exist, they are often not the kind of variances
you want to see—if so, turn this option on to eliminate casual variances.

Superannuation Contributions/Employees

e Export to CSV using - specifies whether records should be exported using the Pay Period
End Date or Physical Pay Date. Available for Superannuation Contributions only.

e Show terminated employees - include ex-employees in the report. Available for
Superannuation Employees only.

The Output Options dropdown contains options specific to these reports:

e CSV Output - this is the standard output format used by other reports, which allows the
user to select the fields to output and what order they should be in.

e QuickSuper - selecting this option exports employee details in the format used by the
QuickSuper SMSF Gateway.

e SuperChoice - selecting this option exports employee details in the format used by the
SuperChoice superannuation contribution exchange service.

e SuperStreamAFF - this option exports data in the Alternative File Format specified by the
SuperStream standard, for submission to a SuperStream certified product.

The Print Report window also lets you enter a QS Employer ID number, which may be necessary
when exporting to QuickSuper.

Superannuation Summary

e Employer contributions only - hides the employee contributions from the report.

e Show terminated employees - include ex-employees in the report (recommended).

e One CSV file per provider - recommended when superannuation contributions will need to
be forwarded to various superannuation providers, as opposed to just one provider. When
the report destination is set to CSV, this option will tell the system to group transactions
against each provider and then create a separate CSV file for each provider, with a naming
convention of filename_providername.csv.

e Show employee membership number - show the employee’s superannuation fund
membership number on the report.

e Print each provider on a new page - each superannuation provider will be displayed on a
separate page. A grand total will be printed on the final (separate) page.

e Print Report Using - you may elect to date pays by their pay period end date (earnings
method), which matches Accounting reports such as the Trial Balance, or by their physical
payment date (receipts method), which matches Tax reports such as the PAYG Payment
Summary.

Superannuation Transfer

e Print each department/cost centre on a new page - start a new page for each
department/cost centre, when sorting by department/cost centre.

e Show payer details - shows your company’s name, bank account and particulars in the
report header.

e Select Pays Using - you may elect to date locate pays by their pay period end date
(earnings method), which matches Accounting reports such as the Trial Balance, or by their
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physical payment date (receipts method), which matches Tax reports such as the PAYG
Payment Summary.

Trial Balance

Detail report - if the report is over a selected date range, shows a record for each pay for
each employee rather than a total for all pays for each employee.

Print Each Department on a new page - starts a new page for each department rather
than a total for all pays for each employee.

Orientation - choose from Landscape or Portrait orientation. The landscape version offers
an extended breakdown of leave paid.

WorkCover

Show Employee Detail - displays a breakdown of how each employee has contributed to
the final WorkCover value.

Used Gross up value for Fringe Benefits - factor in the applicable fringe benefit tax and/or
gist input credits by multiplying the transacted Fringe Benefit amount by the relevant gross
up rate, as derived from the Fringe Benefit Type setting in the Non Cash Benefits
masterfile.

Select Pays Using - you may elect to locate pays by their pay period end date (earnings
method), which matches Accounting reports such as the Trial Balance, or by their physical
payment date (receipts method), which matches Tax reports such as the PAYG Payment
Summary.

Leave Tab

Annual Leave

Print each department/cost centre on a new page - start a new page for each
department/cost centre, when sorting by department/cost centre.

Hide staff with O balance - employees who do not currently have an annual leave
entitlement will not show.

Days Taken

Print each department/cost centre on a new page - start a new page for each
department/cost centre, when sorting by department/cost centre.

Leave Balances

Print each department/cost centre on a new page - start a new page for each
department/cost centre, when sorting by department/cost centre.

Hide annual leave entitlement - don’t show currently outstanding annual leave.
Hide sick entitlement - don’t show currently outstanding sick pay.

Hide long service entitlement - don’t show currently outstanding long service leave.
Hide lieu entitlement - don’t show currently outstanding lieu time.

Hide shift leave entitlement - don’t show currently outstanding shift leave.

Hide other leave entitlement - don’t show currently outstanding other leave.
Show Terminated Employees - includes ex-employees in the report

Hide annual leave valuation - don’t show the value of annual leave

Hide sick leave valuation - don’t show the value of sick leave.

Hide long service leave valuation - don’t show the value of long service leave.
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e Hide lieu valuation - don’t show the value of lieu time.

e Hide shift leave valuations - don’t show the value of shift leave.

e Hide other leave valuations - don’t show the value of other leave.

e Hide carer’s leave - don’t show the current outstanding carer’s leave.

e Hide carer’s leave valuation - don’t show the value of carer’s leave.

e Hide employees with zero leave balance - don't show employees with a zero leave
balance.

e Hide Rostered Days Off - don’t show the RDO Hours column.

e Hide Rostered Days Off valuation - don't show the RDO Value column.

e Show Extra Fields - by default, the report shows Rostered Days Off information; you can
use this setting to show User-Defined Leave in place of Rostered Days Off.

Leave Paid

e Print each department/cost centre on a new page - start a new page for each
department/cost centre, when sorting by department/cost centre.

e Hide employees with no leave paid - show only the employees who were paid leave,
within the given date range.

e Detail report - if the report is over a selected date range, show a date and total units of
leave paid for each pay.

e Summary report - if the report is over a selected date range, show only the total units of
leave paid across all pays within the given date range.

Leave - Dates Absent

e Print each department/cost centre on a new page - start a new page for each
department/cost centre, when sorting by department/cost centre.

Lieu Days/Hours

e Show History - if the report is over a selected date range, show a date and the lieu time
worked or taken for each pay.

e Print each department/cost centre on a new page - start a new page for each
department/cost centre, when sorting by department/cost centre.

Long Service Leave

e Print each department/cost centre on a new page - start a new page for each
department/cost centre, when sorting by department/cost centre.

e Don't show staff with zero balance - employees who do not currently have a long service
entitlement will not show.

Personal Leave

e Print each department/cost centre on a new page - start a new page for each
department/cost centre, when sorting by department/cost centre.

e Hide employees with no leave paid - prevent employees who were not paid sick leave or
carer’s leave from appearing on the report.

e Detail report - if the report is over a selected date range, this report shows a date and the
total units of leave paid for each pay.

e Summary report - if the report is over a selected date range, this report shows only the
total units of leave paid, it doesn’t show individual transactions.
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Personal Leave Entitlement
e New page per Department - start a new page for each department code.

e Don’t show staff with O balance - hide employees who have no personal leave
outstanding.

Rostered Days Off Balances
e Show terminated employees - includes ex-employees in the report (recommended).
Rostered Days Off History

e Show terminated employees - include ex-employees in the report (recommended).

e Detail/Summary - in detail view, if the report is over a selected date range, show a date
and number of hours accrued or taken for each pay, rather than just a summary of hours
accrued and taken.

Unpaid Leave

e Print each department/cost centre on a new page - start a new page for each
department/cost centre, when sorting by department/cost centre.

Report Options - Maintenance Tab

Allowances

e Show Payment Summary Allowance Type - display the type of earnings that each
allowance is grouped under on the PAYG Payment Summary.

e Show STP Allowance Type - display the type of earnings that each allowance is grouped
under in Single Touch Payroll data.

Cost Centres
None.
Deductions
e Show Payment Summary Deduction Type - display the category that each deduction is
grouped under on the PAYG Payment Summary.
e Show STP Deduction Type - display each deduction’s Single Touch Payroll reporting type.

Departments
None.

Non-Cash Benefits

e Orientation - choose from Landscape (recommended) or Portrait orientation.
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Superannuations

e Show Type — All - select to show all superannuation contributions set up in the
Superannuations masterfile.

e Show Type — Deductions - select to show only superannuation contributions set up as
deduction types (Salary Sacrifice or Employee Contributions) in the Superannuations
masterfile.

e Show Type — Non-Cash benefits only - select to show only superannuation contributions
set up as non-cash benefit types (Employer Contributions) in the Superannuations
masterfile.

User Security
None.

Tax Tab
PAYG for BAS
None.

Payroll Tax

e Apply Rounding to Report Totals - Employers in New South Wales have the option to
declare taxable values without cents (recommended).

e Select Pays Using - You may elect to date locate pays by their pay period end date
(earnings method), which matches Accounting reports such as the Trial Balance, or by their
physical payment date (receipts method), which matches Tax reports such as the PAYG
Payment Summary.

Payment Summaries Tab
Amended BPS

e Print the summary on - choose from two different report layouts: Window Facing or Z-
Fold.

Amended ETP

e Print the summary on - choose from two different report layouts: Window Facing or Z-
Fold.

Amended INB

e Print the summary on - choose from two different report layouts: Window Facing or Z-
Fold.

Amended Electronic File
None.

Business and Personal Services

e Print the summary on - choose from two different report layouts: Window Facing or Z-
Fold.
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Electronic File

e Preview and Print Magnetic Media Form - select this option to print out a copy of the ATO
Magnetic media information form once the Electronic file is generated.

Employment Termination Payment

e Print the summary on - choose from two different report layouts: Window Facing or Z-
Fold.

Individual Non-Business

e Print the summary on - choose from two different report layouts: Window Facing or Z-
Fold.

Voluntary Payment

None.

NOTE: As of 1 July 2009, the Voluntary Payment summary is obsolete. This report will not

generate any results if the From Date field is 1 July 2009 or later.

Custom Payslip
MYOB Exo Payroll includes a payslip report that can be fully customized to suit your company’s
needs.

Setting up the Custom Payslip

Before the custom payslip can be used, it must be enabled and configured. Open the Payslip
section of the Setup Payroll window (see page 41).
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Enable custom payslip report Tick this option to enable the Payslip Custom report on the Pay tab
of the Select Report window. To edit the custom payslip (see page 205), click the Modify Custom
Payslip button. To restore the report to its default state, click the Reset Custom Payslip button.

Hide other payslip reports If the custom payslip has been enabled, you can tick this option to hide
all other payslip reports on the Select Report window.
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Payslip layout Exo Payroll allows you to set up and use three different custom reports in the
following layouts:

e A4 (210mm x 297mm)
e A5 (148mm x 210mm)
e MYOB A4 Security

Select the layout format of the custom payslip to edit. You can specify which layout to use when
printing or emailing reports as part of the report options for the Payslip Custom report (see page
193).

Payslip logo The custom payslip report displays a logo image at the top right of the report. By
default, this displays the MYOB logo - you can replace this with your own company’s logo by
clicking Change Logo Image and specifying a new image.

NOTE: Logo images must be in BMP format. The image you select may be stretched or

shrunk to fit the picture frame, depending on how the frame’s properties have been set.
Modifying the Custom Payslip

To edit the custom payslip, select the layout you want to edit and click the Modify Custom Payslip
button on the Payslip Setup window. The Report Designer window opens:
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Make any changes to the report - when you close it, you will be prompted to save. If you want to
undo all of your customisations and restore the report to its default state, click the Reset Custom
Payslip button on the Payslip Setup window.
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You can edit the report in the following ways:

e To edit the report page size or setup, right-click on a blank area of the report and select
Properties. The Report Page Setup window appears, which lets you edit the size and
format of the report.

e Toresize a section of the report, click on the section name and drag up or down.

e Toresize a field or label, click on it and dragging the sizing controls at its corners and
edges.

e To delete afield or label, click on it and press DELETE.

e To edit the properties of a field or label, double-click on it or right-click and select
Properties. A window opens displaying properties relevant to the type of field or label.

e To add objects to the report, click one of the buttons on the floating Report Controls

toolbar:
Al Add a label
Add a field
ﬂ Add a line
g fei?aigle

g Add an oval

OLE

Il Add an image

e Click on the appropriate button, then click and drag on the report to add the object and set
its size. When adding an image, you must double-click on the image frame to bring up its
properties window, where you can select the image file to display.

NOTE: The properties window for an image also contains options for how to resize the image

if its dimensions aren’t the same as the frame's.

Distributing Reports

When printing any of the following reports, an extra “Distribute” option is available in the
Destination dropdown on the Print Report window (see page 184):

e Payslip Custom

e Business and Personal Services

e Employment Termination Payment
¢ Individual Non Business

e Amended BPS

e Amended ETP

¢ Amended INB

NOTE: Video Help is available for this topic on the Exo Employer Services Education Centre.
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Other Activities

Selecting the “Distribute” option and clicking the Distribute button opens the Distribution window:

te | Distribution - Paydip £
Seach [
W Select Al I~ Emsdal [ Priok &l
Select | Code r Prind f—!
o [V 1|Wakace, Edward Jamas WALLACE sdvwardGdencnsbaton conay o [
Il 2 £ ESrridh, Sendra Ok SUITH Saks & Uerketing sandra e s rabon cam sy s ] r r
i [ § Eeabng, Kar ddres HEATRG Sales & Markeing barkSidemonsiraton. com au e i r [
2 8| Rusdel, George Themas AUSSEL Venrehouse georgefde mordiration,com nu s i r r
i [ T Anbinson, Henry Karusa AOBMEON 1] b e CamLaY s i r .
2 B Hilary, Matibew Nartin HL LAY Supean sl i [ oA iralion &am au ik i r r
i I3 9 Jeckson, Willam Duncan  JACKSON Suppart wilsn@demonsiration.com.ey s 1 r .
i [ 20 Tals, Bernged Codr TATE Agmariaty whon tarsardSdensneatos com ay TEd i [ [
|| Ir2 21 Gies, Harrison Relf CLES ‘Warehouse marris s emon stration oo ms s 1 r =
i [ 22 Wietson, Judy May WATSON Suppar? uErSemansraton. comau e i r I_
e SLanmaty | Db Al | (i@ Ereat | Ll Evet | B rusraltin | [P Frirciewe | [= e s

From this window, you can print reports, send them by email, upload them to MyStaffinfo, or any
combination of the three.

You can preview report information before distribution by clicking the Preview button, which
displays the report for the selected employee. For the custom payslip, a View Summary button is
also available - clicking this displays the Payslip Summary report.

To distribute reports:

1. Select the employees who you want to distribute the reports to by ticking the appropriate
boxes in the Select column or by ticking Select All.
2. Select the destination(s) for the employees’ reports:

a.

b.

C.

To email the report to an employee, tick the appropriate box in the Email column,
or tick Email All to select all employees.

To print the report for an employee, tick the appropriate box in the Print column, or
tick Print All to select all employees.

To upload an employee’s report to MyStaffinfo, tick the appropriate box in the MSI
column, or tick MSI All to select all employees.

3. Distribute the reports by one or more methods:

a.

b.

To print reports for all selected employees who have the Print option ticked, click
Print.

To email reports to all selected employees who have the Email option ticked, click
Email.

To upload reports to MyStaffinfo for all selected employees who have the MSI
option ticked, click MSI.

To send reports to all selected employees by all of the selected destinations in one
operation, click Distribute All.
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4. Enter the settings for the selected distribution method(s):

v Distribution - Payshp £
Frinting Oplicns
Priver [T R -
Mumber of Copies 1 I Setup Frinter

MhStafinio Beporn MName

Fepord Mame: [33 anali

Mew Report Name; |}-r.;:.-~=,| n b

Repon Data 26052015

Email Options

SMTP Server  [18215297 57 Part: |

Sender's Mame: [Fayoll Ofice

Sender's Email [payrol@demansiration com.au

UserMame: |

Fazswond: | [ Shne
[T Jze SSLTLS

Subject

hessage:

Please ind atlached your payslip ]

[~ Send Emails Asynchronoushy

f&:}'QI%'u:u‘e | E Exk:Esc |

o

Click Print, Email, MyStaffInfo or Distribute (depending on the setup window).

6. A progress window appears. Click Distribute to begin the distribution. Progress is displayed
as the reports are processed.

7. Once the operation is complete, you are given the option of printing a distribution report

that displays the results of the distribution operation, including any errors that were

encountered.

Custom Reports

If you require specific items of information that are not readily available from the existing standard
reports, you can ask MYOB to write and install a custom report for you.

When a custom report is installed, a new tab containing the custom report becomes available on
the Select Report window (see page 184). From here you can select the custom report and print it
in the normal fashion.

Report Runs

A report run is a way of grouping reports together to process several at a time. This saves the
repetitive task of having to navigate to, set up, preview, and print the same reports for pay after
pay, from the report selection window.

When a report is in a run, it can be customised permanently for that run. For example, you could
have a “Payslip” run with a filter for printing only weekly pays, and another run with a filter for
printing only monthly pays. A common scenario is to have an end-of-pay run, and end-of-period
run, an end-of-month run, etc.
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Report runs are set up and run from the Report Runs tab of the Select Report window (see page
184). Selecting Report Runs from the Reports menu opens the Select Report window with the
Report Runs tab automatically selected:

e Select Report @

Employees I Pay I Financial \ Leave l Maintenance l Tax I Payment Summaries  Report Runs l Custom

Manthly Feports Settings
v “fiew POF files after creation

Iv Caonfirm before owenariting existing files

=

[ Append output file name with date and time stamp

fdd - F4 Edi-F5 | (& Delete: FB Print = FExit: Fsc
)

The following options are available on the Report Runs tab, which affect all reports generated
from report runs:

e View PDF files after creation - if this option is ticked, PDF reports will be opened in your
default PDF viewer application when they are created.

e Confirm before overwriting existing files - if this option is ticked, you will be asked for
confirmation if any of the report files you are generating will overwrite an existing file. If it is
not ticked, files will be overwritten automatically. This option is disabled if Append output
file name with date and time stamp is ticked, as files will always be unique in this case.
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Adding Report Runs
To add a Report Run:
1. Click Add or press F4. The Edit Report Run window appears:

2 Edit Report Run £3

[arme

Description

|

-

select Report Fepors

Address Labels j |

Allowance Histary

Allowances Ll
Amended BFS

Amended ETP il
Amended Electronic File

Amended INB Ll
Annual Leave

Apprentice Hours il
Birthdays

= Edit:FEl (g Save:F10| [= E:-:it:Esc:l

2. Enter a Name and Description for this report run.

3. From the Select Report window on the left, select any report for inclusion into the report
run. Double-click on a report, or select the report and click the > button to move the
selected report to the Reports window. Reports in the Reports window can be re-ordered
by dragging them up and down.

4. Customise each report. You do not need to customise a report if the default settings suit
you; however, it is a good idea to check how the current defaults. There are various
options relating to the range of data, the type of pay, and the frequency of
pays/employees.

To customise a report, double-click on a report in the reports window, or select the report,
then click Edit or press F5. The Print Report window (see page 184) for that report appears.

Enter values into the selection ranges to print for specific departments/cost centres as
necessary.

Set the report destination for each report.

TIP: This lets you send certain reports to go to certain printers. You can set all reports’

destinations to “Screen” to preview each report before it goes to the printer.

You can set any number of options to do with what to show or what to hide on the report,
choose between summary and detail view, or choose the page orientation.
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5. Once you have finished customising the report, click Save or press F10 to permanently
save your settings, then click on Exit or press ESC to return to the Edit Report Run window.

Click Save or press F10 to save the report run (and the reports in it) and return to the report
run selection window, from which you can proceed to print the run.

Editing Report Runs

You can select an existing report run on the Report Runs tab and click Edit or press F5 to add,
remove or edit the reports in that report run.

Clicking Delete or pressing F6 removes the currently selected run from the report run list.

Printing Report Runs

Click Print to print the currently selected report run. All of the reports in the run are printed in one
seqguence.

Some reports require a date range. If this is the case for any of the reports in the currently selected
run, the following window will appear:

-

== Enter date range =

Date Range | i j i j
E% Save: F'IEI| E Euit: Ezc

Enter the date ranges you want to report on, then click Save or press F10 to continue the run.
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Report Views

Employee List
=

The Employee List window provides easy access to all employees in the system by displaying a
filterable list of employee records, as well as action buttons that let you create, view, edit or report
on employees. Open the Employee List by clicking the Employee List button on the main toolbar
or selecting Employee List from the File menu.

b Employes List ]
Filters Curstom Wiews
PaFununey [ 7| Deputnert: [11 | Conirtemiaet [Cmen Wi =) Lo b 5 [ B
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‘Warked| Gross Ba

1|¥akace, Edward Jamas |V 20T |2 - Accousts 2215 03,08 S000] 4080 6B20.80

2 andrews, Thomas Hare: SROACWS  00OSE0E I - dcoousts 217 - REAacoausi=iVage: Parmaneni  Wage Vimekly 1120205 80000 2450 216,50

: 3 Houpsios, Jeanet Faye HOUGHTOH 02070014 1 - Adminkstration Z110 - RSP Admin®Wapes  Casusl Wage Visekly (8] 120000 24400 -E0.20

4| Spus, Saadra Ol ZNITH QBNZT009 |5 - Sakes & Narosting 2210 - MWSEaksfWages  Permanend | Selary Visekly TEQD2. D3 204737 1800 653024

: 5 Kmaling, Karl Adrima HKEATHG AS06S014 5 - Sabis & Markstng IS0 - WSSk g Parmuinn]  Saliry Wipikly TEDDE, DS 304737 3800 135080

f Bussal Gearge Thomas RUSSEL GEA2015 3 . Warahsusa NG - EENANarahiWages  Parmanent  Wage Vimekly 17T 08 A0 2400 24180

: T Aobinson, Henry Ksresp ROBMEON  06MT2011 3 - Warehauss ZM0 - REASNarehfVages.  Permaneni  Wage VWesldy 2456003 120000 4000 550

| B Hilary, Matizaw Martin  HLLARY I3M8Z010 4 - Suppart 2410 - RSV SapparbWiapes Parmaren  Wage Visekly T2203.0% 50000 400 520,20

| | 8 Jacksan, Wilkam Duncan  JACKSON 30772014 4 - Suppart 2410 - RSWSappartWiages Permanend  Wage Wisekly 31202.0% 150000 4000 8020
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Available Functions

Use the dropdowns at the top of the window to filter the list. Click Clear Filters to reset all

dropdowns to their defaults. The Show/Hide Column button ( 25 ) lets you choose which list
columns to display and which to hide, and the Custom Views section lets you save the current
filtering settings and column layout as a reusable view.

Double-click on an employee, or select them and click the Edit button at the bottom of the
window, to open the Employee Maintenance window (see page 81) for that employee.

Click the Add button to add a new employee (see page 81).
Click the Delete button to delete the currently selected employee.
Click the Report button to open the Select Report (see page 184) window.

Click the View Pay History button to display the View Hours Paid History window for the selected
employee.

Click the Copy button to copy the list of employees to the clipboard, so that the data can be
pasted into a spreadsheet or other third party application. If Microsoft Excel is installed, this button
becomes Export, and exports the contents of the list to an Excel file. The Export Option dropdown
controls whether to export all data, or only the data currently displayed on the list.

NOTE: All functions are available from the right-click menu as well.
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Pay List

.
¥,

The Pay List window provides easy access to all pays in the system by displaying a filterable list of
pay records, as well as action buttons that let you create, view, edit or report on pays. Open the
Pay List by clicking the Pay List button on the main toolbar or selecting Pay List from the Pay
menu.

cun| Pay List &
Filters:
Frarn: | 0504/2017 j Tee | 05/05/2012 j Pay Frequency: | A1 - Pt Typec Iﬂl |  Clear Eikers I‘
Physical Pay Date Pay Frequency Staff Count Gross Paid | ATO Status =
&|osiamo1s e e Open [current | 11| 9606.82
528022018 190022018 25022018 Weekly Clased Curren 12 10280.22
i 41900272018 12022018 18022018 Weokly Chsed Current 12 10580.22
3 120272013 05022018 1M022ME  Weekly Chosed Current 12 10880.22
| | 2| 05022018 290112018 04022018 Weekly Closed Current i2 10576.91
|| 1| 200152015 220152018 2Ta2ne Weakly Choged Currant 12 A11838.44
< 2]
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Available Functions

Use the dropdowns at the top of the window to filter the list. Click Clear Filters to reset all
dropdowns to their defaults.

NOTE: By default, only pays from the last 12 months are displayed - use the From and To

date filters to show older pays.

Buttons at the bottom of the window provide easy access to common pay functions:

e Click the Create button to create a new pay (see page 120).

e Click the View button to view or edit the selected pay (see page 215).

e The Report button opens the standard Select Report window (see page 184) that contains
all Exo Payroll reports.

e The Pay Sheet button opens the Pay Sheet report.

e The Direct Credit button opens the Direct Credit Transfer window (see page 158).

e The Update button lets you update the selected open pay (see page 160). (The button is
disabled when a closed pay is selected.)

e The Send to ATO button lets you submit pay data to the ATO using Single Touch Payroll
(see page 162). (Pays must be updated before the data can be sent.) This button changes
for pays that have already been submitted:

e For submissions in the “Pending” status, the button changes to ATO Status. Clicking
this button updates the submission’s status.

e For submissions in the “Accepted”, “Not Accepted” or “Not Sent” stauses, the button
changes to Resend to ATO. Clicking this button generates a new submission for the
pay.

e Click the Export button to export the contents of the list to a CSV or Excel file (if Microsoft
Excel is installed).

NOTE: All functions are available from the right-click menu as well.
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Viewing and Editing Pays

Double-clicking on a pay (or selecting a pay and clicking the View or Edit button) opens the Pay
Details window showing the details of that pay:
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The Pay Details section displays header information of the pay, while the main table displays the
pay details of each employee in the pay. Use the dropdowns at the top of the window to filter the
list. Click Clear Filters to reset all dropdowns to their defaults. The Show/Hide Column button ( S
) lets you choose which list columns to display and which to hide, and the Custom Views section
lets you save the current filtering settings and column layout as a reusable view.

For open pays, the Edit button can be used edit an employee’s pay, and the Add button can be
used to add one or more employees to the pay - a selection window appears, showing all
employees with the same frequency as the pay, and all Casual staff:

iw Salect Employee =22
— Filters - -
Diepartment Al » | Emplopes Status: [ a1 - Cleai Filers
™ Select Al
Sedect | Code s Alpha Code Name Depanment | Employee Slalus j
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Select one or more employees and click Select to add them to the pay. For One Off Pays, you are
given the option of copying their Standard Pay into the One Off Pay.

Clicking the Payslip button opens a Custom Payslip report showing the pay details for the selected
employee.

The Reset All button lets you clear or reset the pays of all listed employees (i.e. only those
employees who match the current filter settings will be affected, which may not be all employees
in the pay). You are asked to confirm the operation, and then select the operation to apply to the
employees:

=

2 Reset Pays

& iClear all employees’ Current Pays:

" Reset all employees’ pays to Standard Pay

v ok | x Cancel

Note: While the Reset All button resets the pays of all employees in the list, the Reset Pay

right-click menu option lets you reset the pay of the individual employee who was right-
clicked on.

The Copy button copies the employees’ pay details to the clipboard, so that the data can be
pasted into a spreadsheet or other third party application. If Microsoft Excel is installed, this button
becomes Export, and exports the contents of the list to an Excel file. The Export Option dropdown
controls whether to export all data, or only the data currently displayed on the list.

Leave Balance List

The Leave Balance list window provides easy access to leave information for all employees in the
system. Open the Leave Balance list by selecting Report Views > Leave Balance from the Reports
menu.
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Available Functions

Use the dropdowns at the top of the window to filter the list. Click Clear Filters to reset all

dropdowns to their defaults. The Show/Hide Column button ( B ) lets you choose which list
columns to display and which to hide, and the Custom Views section lets you save the current
filtering settings and column layout as a reusable view.

Click the Copy button to copy the contents of the list to the clipboard. If Microsoft Excel is installed,
this button is replaced with an Export button, which exports the contents of the list to an Excel file
in the .XLSX format. The Export Option dropdown controls whether to export all data, or only the

data currently displayed on the list.

Consolidated Reports

Selecting Consolidated Reports from the Reports menu lets you consolidate multiple companies
into a single report. Several consolidated reports are available for selection.

After selecting a report, you are presented with a list from which you can choose the companies
to consolidate. Double-click on a company, or select it and click the > button to add it to the list of
companies to consolidate. Each company is password protected via its Administration password.

e Select Consolidated Report 23

Companies to Consolidate

Source selected
1 Dermonztration Cormpary ﬂ ;I
2 Test Comparny
>
-
=
=
= =l

EB:I Frint : F3 | E Euit: Esc |

Clicking Print or pressing F9 opens a window where you can set options for the consolidated
report, including date ranges and destination printer. Click Print or press F9 on this window to
generate the report.

TIP: All of the reports that are available as consolidated reports are also available as reports

on individual companies from the Print Reports window.
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Export General Ledger

The General Ledger Exporter is a utility designed to take a General Ledger output file from MYOB
Exo Payroll and export it to an external software package. The following software packages are
supported at present:

The *

ACCPAC e  MYOB AccountRight e Quantum EE
Accredo Live e QuickBooks IIF Sage
Arrow e  MYOB Cashbook Plus . SAP
Attaché * MYOBStandard File « SAPR/3 Format

e MYOB Exo Business
Axapta e Solomon
CBA e MYOBV.1.0-3.0 e  SunSystems
CashManager © MYOBv.4.0Midas e Systime (Kerridge)
Decfin * Moneyworks e SYSPRO
EmPower © NZAGOLD e Triumph
Enprise SAP * Navision o User Defined
Finance One ¢ Navision Dataport
GreenTree © PSL

e Profax

User Defined” format lets you choose the payroll fields to export. File formats supported by

the User Defined format export are:

Comma separated value file (CSV)
dBase database file (DBF)
Microsoft Excel file (XLS)
Microsoft Access file (MDB)

Tab separated value file (CSV)

NOTES:

e All wages, allowances and leave should have a Cost Centre assigned to the
transaction. That Cost Centre is in turn linked to a General Ledger code. Problems
with the General Ledger export can sometimes be traced back to the Costing
Analysis report.

Deductions (except from Employer Superannuation) do not have a cost centre but do
have a General Ledger code, and as such are in the General Ledger.

For a detailed view of the transactions that make up the General Ledger Export file,
use the General Ledger Report of the Financial tab of the Select Reports window
(select Print Reports from the Reports menu) with the Detailed Report option turned
on.
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Exporting the General Ledger

From the Reports menu select Export General Ledger. This exports a summary of General Ledger
activity, in order of GL code. The following window appears:

.

# (General Ledger Exporter @

select Export Type
| User Defined | g%' Options |
Fanges From: To Fay Type
Fay Period Date: |/ / |/ * Current Fay
Employee Code: | | ? Selectad
Employee Alpha: | | Slize Ere ==y
Department: | | Pay Frequency
General Ledger. | | |\Weskly =l
Pay Mumber: | | Options

Beport Options |
Export Fayments Detail/Surmmary
|AII General Ledger payments j |Summary j
Export File Name File Format
\Default b J | |
Other Settings
Length of Account [Mumber: |
Text Beference:  |Lewell Journal Type: 2

Export: F9 | Eﬁ] Frint | E% Save: F1EI| E Euit: Esc |

In general, General Ledger output files are exported for the Current Pay period only. Keep in mind
that the pay frequency should match your Current Pay. If you are running multiple frequencies, set
the Pay Frequency to “Any”.

Select Export Type Choose the software package you would like to export the output file to.

Options Certain packages have extra setup requirements - these are covered in detail under
Package-Specific Export Options (see page 220).

Selection Ranges Set the ranges for Employee Code/Alpha, Department, General Ledger, and
Pay Number as required. It is most common for all transactions in the pay to be exported - in this
case leave all ranges empty.

Pay Type It is most common to be exporting a General Ledger output file for the Current Pay
period only; in this case, set the Pay Type to “Current Pay”. If you select “Selected”, you must also
set the Pay Period Date and Pay Number fields.

Pay Frequency The pay frequency should match your Current Pay. If you are running multiple
frequencies, e.g. weekly wages and monthly salaries, set the Pay Frequency to “Any”.
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Export Payments Select which transactions to export. Choose from:

e All General Ledger payments - always export all of the transactions in the pay.

e Only payments not yet posted - when you create a GL file, the transactions in it are
deemed to be “posted” to the General Ledger. Using this option avoids doubled-up
postings, in that if there is a mistake in the GL file and you have to recreate it, only the
transactions that are new to the second file will be posted, and the same accounts won't
be processed twice.

Export File Name Specify the name of the exported file by entering a drive letter, directory and
filename. Alternatively enter just a filename to create the file in Exo Payroll’s installation directory.

Report Options

Report options common to all software packages can be accessed by clicking the Report Options
button.

I 1

#o Select report options @

[ ilse Grossed Up Yalue for Fringe Benefits:
[ Hide WorkCower

[ Hide Superannuation Payment Amounts
[ Hide Leave Accrual

Iv Summary repotttype - show separate debits and credits for each GL account

SelectPays Using | Pay Perind End D _~|

E Euit: Ezc

Use Grossed Up Value for Fringe Benefits When calculating WorkCover levies on fringe benefits,
use the grossed-up value of the fringe benefit.

Hide WorkCover Prevent WorkCover from factoring into the totals.

Hide Superannuation Payment Amounts Prevent superannuation contributions from factoring
into the totals.

Hide Leave Accrual Prevent leave accrual from factoring into the totals.
Summary report type Select this option to export summary data instead of detailed data.

Select Pays Using Select whether to use the Pay Period End Date or Physical Pay Date when
selecting pays to post.
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Package-Specific Export Options

The software packages listed below have extra setup options. When one of these packages is
selected for the Export Type, the Options button becomes available at the top right of the General
Ledger Exporter window. If there are no extra options, the Options button is disabled.

ACCPAC

When ACCPAC is selected as the Export Type, the File Format option becomes available at the
bottom right. Currently, this contains only one option: “Single CSV Format”, which allows you to
generate data in the comma-separated-value format that is acceptable to ACCPAC. This is
essentially a plain text file, with comma delimiters.

Accredo

£ Options £3

Flease setthese user-defined fields for the export file.

Details: |

Source; I_

Feriod for Posting: I_

General Ledger Code structure

Length of Account Mumber:
Length of Branch Code:

N

Length of Depadment Code:

E% Save: F10 | E Euit: Ezc

Details Enter a comment to go along with this batch, and the month/financial period in which this
posting falls.

Source This is a short code representing the software that the General Ledger entries originate
from. Enter GL (for General Ledger).

Period for Posting Enter the month number for the accounting period being reported on, e.g. 1
for January, 12 for December.

The General Ledger Code Structure settings tell the Accredo software to break up the Payroll’s
General Ledger code into meaningful segments during the import process:

e Length of Account Number Enter the length of your General Ledger account numbers as
they appear in your Profax Accredo software, e.g. 8.

e Length of Branch Code Enter the length of your company branch codes, e.g. 4.
e Length of Department Code Enter the length of your company department codes, e.g. 4.

An extra option is also available on the main General Ledger Exporter window under the Select
Export Type option.
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Export File Type Select the type of Accredo file to export. Choose from:

e Accredo General Ledger Export - This file format contains the debits, credits, and General
Ledger codes that are collated into a batch in preparation for import into Accredo’s
General Ledger.

e Accredo Times Export - This file format contains the job codes and hours that are collated
into a timesheet in preparation for import into Accredo’s Job Costing function.

CBA

e Export File Options 2

Flease set these user-defined fields for the export file,

Company Code;
Branch Code:

Dretail; |

E% Save: F10 | E Euit: Esc

Company Code Enter your two-digit company code.

Branch Enter your two-digit branch code.

Detail Enter a comment to go along with this batch e.g. MYOB / Wages / Import.
CashManager

When CashManager is selected as the Export Type, the File Format option becomes available at
the bottom right. Choose a file format from the following options:

e ASCII file - This option exports data in a plain text file format, with comma delimiters

e Standard dBase file - This option exports data into a table which adheres to a generic
format, stored in a dBase table.

e Accomplish dBase file - This option exports data into a table which adheres to
Accomplish’s proprietary format, stored in a dBase table.
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Decfin

e Options

Batch ID:
Entity Code: l_
Ledger Code: l_

Financial veat:

Financial Periad: l_

E% Save: F10 | E Exit: Esc

23

Flease set these user-defined fields for the export file,

Batch ID Enter the batch ID relating to your company.
Entity Code Enter the entity code for import from Exo Payroll.

Ledger Code Enter the ledger code for import from Exo Payroll.

Financial Year Enter the year (four digits).

Financial Period Enter the month number for the accounting period being reported on, e.g. 1 for

January, 12 for December.

emPower

2= Options

Flease set user-defined fields for the export file:

“arsian of the File: 1
Export D GL1

Camments: |PEL:':,-"I'EI||

% Save: F10 | E Exit: Esc

Version of the File This value will default to “1” and should not be altered unless under advice

from a MYORB consultant.

Export ID This is an internal reference code, denoting the nature of the file to be imported by
emPower. This value will default to “GL1" and should not be altered unless under advice from a

MYOB consultant.

Comments Enter the Company Name, or any other comments to show upon import.
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Greentree
2= Options £3
Flease setthese user-defined fields for the export file,
Company Code: | [ Summary only.
Batch Murmber: | [ Show Cost Cantres

Batch Description: |
Docurment Description: |

hdatch Fayroll GL codes ta Cash Analysis codes inthe
output file fwhere required for the Greentree system):

Payprall GL Code | Output "Cazh Analyziz" I:
9400-10
9400-20
9400-50
9500-00
8600-00
g700-00
g700-10
g700-20
9800-00 |

E% Save: F10 | E Exit: Ezc

Company Code An alphanumeric code can be entered in this field. It can be anything, but ideally
should relate to your company.

Batch Number This is a numeric field only. Enter a batch number relating to your company - this
will help you keep track of what batches you have created.

Batch Description An alphanumeric field for entering a brief description of what the batch
represents.

Document Description Enter a 2-digit code that represents what this document is.

Matching Codes This table matches Greentree code(s) with Exo Payroll General Ledger codes, so
that when the file is exported into the Greentree program it will be able to recognise the
information. Enter information into the Payroll GL Code and Output “Cash Analysis” fields.

Payroll GL Code These are the General Ledger codes set up in Exo Payroll.
Output “Cash Analysis” This is the Greentree code equivalent to each Exo Payroll GL code.

Summary Only Ticking this option summarises what is generated in the output file and only
shows the totals under each General Ledger code.
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MYOB AccountRight Live/Premier

.

= MYOB AccountRight Live Options @

Account MNumber Length: b

Pay Grouping: |Ea|::h employee pay as a single journal j

Tax Code: M-T
E% Save: F10 | E Exit: Ezc

Account Number Length Specify the total number of characters that General Ledger account
codes have. For example, the code 9400-10 has seven characters (the dash is included).

Pay Grouping Specify how pays should be grouped. Select from:

e FEach employee pay as a single journal
e Each pay as a single journal

Tax Code Enter the tax code to use.

MYOB v.1.0-3.0, MYOB 4.0

-

2= MYOE Options @

Account Mumber Length: 5

E% Sawve: F10 | E Euit: Esc

Account Number Length Specify the total number of characters that General Ledger account
codes have. For example, the code 9400-10 has seven characters (the dash is included).

Navision, Navision Dataport

P )

2 Options EE

Flease sat user-defined fields for the export file:

Diocument Mumber: |GLWAGES

Account Type: | GfL Account

Fay Description; |

% Save: F10 | E Euit: Ezc

Document Number This is a general description, which indicates the purpose of the file. Normally,
the default of “ACCRV” is acceptable.
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Account Type This is a general description, which indicates the type of account being
affected. Normally, the default of “G/L Account” is acceptable.

Pay Description Enter a brief description of what the pay represents.

Profax

Details Enter a comment to go along with this batch e.g. MYOB / Wages / Import.

2= Options

Flease satthese user-defined fields for the export file.

Details: |

Fertiod for Posting: I_

E% Save: F10 | E Exit: Esc

Period for Posting Enter the month number for the accounting period being reported on, e.g. 1
for January, 12 for December.

Quantum EE

2= Options

Flease satthese user-defined fields for the export file.

Journal Date: | //

Marration: |

E% Save: F10 | E Exit: Ezc

Journal Date The date of processing of this batch of journal entries.

Narration Enter a comment/reference to go along with this batch e.g. MYOB / Wages / Import.

SAP

== Options EE

Flease set these user-defined fields for the export file,

Batch ID:

AUD: I
Transaction Type: m
Frofit Centre: Ii
Feference:

E% Save: F10 | E Euit: Ezc

Batch ID A unique identifier for this batch.
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AUD Signifies the transaction currency, either Australian dollars (AUD) or New Zealand dollars
(NZD).

Transaction Type Select “Debit” or “Credit”.
Profit Centre The SAP equivalent of a Exo Payroll Cost Centre.
Reference Enter a comment to go along with this batch.

SAP R/3 Format

= SAP R/3 format options @

Posting Date: |0511/2015

Diocurment kark: |23

Diacurment Number: ||:|51115

Lse Costcentre code from: |s'—\naly5i5 o j

Reference: | Payroll Nowv 2015

E% Save: F10 | E Euit: Ezc

Posting Date Select the posting date to be recorded in the export files.
Document Mark This value should be left at the default of 23.

Document Number Enter an internal document number for the export files. This field defaults to a
number based on the month of export.

Use Costcentre code from Select which segment of the Cost Centre Structure (see page 42) to
use for Cost Centres in the export files.

Reference Enter descriptive text for the export file.

SYSPRO

2 Extra Options £X

If entered these user defined fields will replace
data in the corresponding fields of the expor file.

Reference: |
Date: Pl

Comrment: ‘

E% Save: F10 | E Exit: Esc |
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Reference Entering a reference code here overrides any identifier that may have been stored
against the individual entry at transaction level with a global default code.

Date Entering a period end date here overrides any date that has been stored against the
individual entry at transaction level.

Comment Entering a comment here overrides any comment that may have been stored against
the individual entry at transaction level with a global default code.

Solomon
When the Export Type is set to Solomon, extra options appear at the bottom of the window:
File Format Select the file format to export to. Choose from:

e Solomon V1.0
e Solomon V2.0.1432

Length of Account Number 8-digit codes are in use. These are to be split in half: the first 4 digits
are the account and the second 4 digits are the subaccount. Should default to 4.

SunSystems
When the Export Type is set to SunSystems, an extra option appears at the bottom of the window:

Journal Type This is a comment/reference, for the current batch of General Ledger entries. The
default value is “SVPYI". You may need to alter this, if advised to by SunSystems.

User Defined

o =

e Special Options 2
Fields Export File GL Code

oelect the infarmation that wou want to export.

Costcentre Code - J
Cozstcentre Hame 1
Creditz

D ebits

Department Code

Department Mame

Employee Alpha Code

Employes Code

Employee First Mame

Employee Full Hame

Employes Surmame

General Ledger Code —
General Ledger Mame

Hourg

[term Code
Iharm M aserinbinm JT J

E% Save: F10 | E Euit: Ezc

Fields tab Select the information you want to export by highlighting the fields and clicking the
single arrow (>). If you want to see all the fields click on the double arrow (>>). To deselect the
option(s) click on the single or double arrows (< or <<).
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Export File tab Select the type of file you want to output.

== Special Options
Fields Export File GL Code

Flease selectthe type of file that you want to output to.

Comma Separated Values
dBasze
Microsoft Excel

Microsoft Access

Tab Separated Values

#ML (Elements) with schema

*ML (Elements) no schema

RhL (Attributes) with scherma |

Flease selectthe date farmat for your file

|DDMMA Y v |

E% Save: F10 | E Ewit: Esc

Date Format If you are exporting the pay period date for the pay, take care to specify a date
format which is acceptable to your General Ledger software, e.g. dd/mm/yyyy being
15/08/2002. Specifying the wrong date format can cause the import to fail.

GL Code tab This is the maintenance tab for setting up what the file is going to look like once it's
exported.

= Special Options
Fields Export File SLilE

Split General Ledger Code into |1 =] field,

Length of field 20 E|,‘

Grouging: |Sh|:|w Details j
Default GL code: |D

Sort by |EmpIDyee Code j
and then by |EmpIDyee Code J

E% Save: F10 | E Euit : Esc ‘
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Split General Ledger Code Some accounting systems require the code to be split into parts. Select
how many parts to split the code into, from one to four.

Length of field Specify how long the field can be.
Default GL Code If no GL code is specified for a transaction, it will be journalised to this code.

Sort Orders Set primary and secondary sort orders - usually you would sort by GL code then
employee code.

Post to Exo Business

This function allows you to integrate with the MYOB Exo Business product by posting pay runs to
Exo Business.

NOTE: Before using this function, you must ensure that both Exo Payroll and Exo Business
have been set up for integration with each other. See the document “MYOB Exo Payroll

integration with MYOB Exo Business” for full information on the required setup steps.
To post pay runs to MYOB Exo Business:

1. Select Post to Exo Business from the Reports menu and the following window appears:

“ Post General Ledger Information te MYOB EXO Business |23

Date | Pay | Frequency | Type Posted | Post I;l

W11 August 2016 1 Weekly One-off D

_17August2IJ1E 2 Weekhy Mormal D

_24 August 2018 3 Weekly MNormal D

B 31 August 2018 4 Weekly Normal D

] 07 September 2016 |5 Weekly Mermal D

B 14 September 2016 |6 Weekly Mermal D

|31 october 2015 7 Monthhy Mormal O

i -

g Options | ¥ Show Posted Batches; fﬁ-, Paost | E Exit |

2. By default, previously posted batches are hidden. Tick the Show Posted Batches option if
you want to show previously posted batches.

3. Click the Options button to set any required options:

£: Report options

[ilse Grossed Up Value far Fringe Benefits!
™ Hide WorkCaver

™ Hide Superannuation Payrment Amounts
™ Hide Leave Accrual

Postin IDetaiI j

Select Pays Using IPay Period End Date |

E Euit: Esc |
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Use Grossed Up Value for Fringe Benefits When calculating WorkCover levies on fringe
benefits, use the grossed-up value of the fringe benefit.

Hide WorkCover Prevent WorkCover from factoring into the totals.

Hide Superannuation Payment Amounts Prevent superannuation contributions from
factoring into the totals.

Hide Leave Accrual Prevent leave accrual from factoring into the totals.
Post in Select whether to post in Detail or Summary.

Select Pays Using Select whether to use the Pay Period End Date or Physical Pay Date
when selecting pays to post.

4. Tick the checkbox in the Post column of each pay run you want to post to MYOB Exo
Business, then click Post.

NOTE: If the Show Posted Batches option is enabled, unticking it causes all previously

posted batches to be unticked.

5. The MYOB Exo Business login window is displayed. Enter your MYOB Exo Business login
details and click OK.

The details are posted to Exo Business. If there are any problems with the setup of Exo Payroll or
Exo Business that prevent the posting of pay runs, an error message will appear, and you will be
given the option of printing out a report that details the problem:s.

Maintenance

Cost Centre Structure Names

Cost Centre codes must conform to the structure set up in the Payment Setup (see page 41)
section of the Setup Payroll window. For example, the structure may be that the first digit of a Cost
Centre code represents the State, the next digit represents the Department and the next two digits
represent the Expense. The Cost Centre Structure Names window lets you assign names to the
codes available in each section of the code structure. For example, in the State section, you may
want the code 1to represent “ACT”, the code 2 to represent “NSW”, the code 3 to represent “NT”
and so on.

These names are used to auto-generate the Cost Centre Name when adding a new Cost Centre
(see page 78).

NOTE: Setting up new Cost Centre Structure Names (or changing existing ones) will rename

any existing Cost Centres that use the codes they correspond to.

Open the Cost Centre Structure Names window by selecting Costing > Cost Centre Structure
Names from the Maintenance menu.

fo (Cpst Centre Structure Mames Maintenance | £2 |
Analysis Type: I State j
Code: I 2
Mame: |NSW

4=F'rev:F? | #Neat:FB | .Find:FEI |%Save:F1D| annceI |@Delete:FE| EE:-:it:Esc:l
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Other Activities

1. Select the Analysis Type, i.e. the section of the Cost Centre structure. These correspond to
the Analysis Codes set up in the Payment Setup (see page 41) section of the Setup Payroll

window.

2. Enter a code or click Find for a list of all codes defined for the selected Analysis Type:

e

#o Picklist for Analysis Level - Department

£3

Code

Mame

B

M1

Admin

Accounts

Wareh

X1 | o | Cad | P2

Suppart

Sales

Kl

-

3. Enter/edit the name for the code.

4. Click Save or press F10.

232



MYOB EXO Payroll

Superannuations

Select Superannuations from the Maintenance menu. This is where you can set up
Superannuation contributions.

A window lists all of the superannuation contributions you have set up.

To edit one of them, click on it and click on the Select button or press ENTER.

To add a new contribution, click the Add button or press F4.

In both cases, the Superannuation maintenance window appears:

= Superannuation Maintenance

Superannuation Type:
Code:

Caontribution Type:
Calculation kethod:
Fercentage Rate:

Arnount;

hinimum Earmings Base:

haximum Earnings Base:

|Emp|nyer5uperannuatin:un J
3
5G -] rresc

%% of Gross Pay j

3.5000
0.00

[ Limit Super Contributions

450.00  per banth
R1620.00 perQuarer

Mame: |AMP Super Fund

Superannuation Provider: |AMP Super j

Cost Centre: IW J MSW/EMPLOYER SUFER
Lishiliies |

(j: Frew : FF | I:» Mext: F8 | Find: F3 | E% Save:F1EI| x Cancel | Exit: Ezc

Superannuation Type For Employer Contributions, select “Employer Superannuation”; for
Employee Contributions, select “Employee Superannuation”.

Code Enter the code number you want to list this Superannuation as. You can use up to a
maximum of 3 digits (1 - 999). If the Superannuation Type is “Non-cash benefit”, use a number not
assigned to another non-cash benefit. If the Superannuation Type is “Deduction”, use a number
not assigned to another deduction.
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Contribution Type The Contribution Type is an indicator that is relevant to all superannuation
transactions. It is used by the superannuation provider to classify the various types of payment
that they may receive. The list of available types differs depending on whether the
Superannuation Type is “Employee Superannuation” or “Employer Superannuation”.

Code Description

Employee Superannuations

SS

Salary Sacrifice - Super contributions deducted from total employee package before
tax. PAYG tax is calculated on the employee’s package net of salary sacrifice.

SV

Salary Sacrifice Voluntary - Many Defined Benefits Funds allow members to pay the
basic contribution by salary sacrifice as well as make voluntary salary sacrifice
contributions. PAYG tax is calculated on the employee’s package net of all salary
sacrifice contributions.

SP

Spouse Contributions - Contributions made by employees on behalf of their spouses.

MR

Member Regular - Members may pay regular percentage of salary or fixed amount
as a contribution. Used in cases where the member has to pay a percentage or
amount nominated by the employer i.e. compulsory member contribution.

MV

Member Voluntary - Members may pay a voluntary percentage of salary or fixed
amount as a contribution. Used in cases where the member is able to nominate the
percentage or amount. For funds where a member regular contribution is paid
members may also make additional voluntary contributions as well as the regular
contributions. Used in cases where vesting may be dependent on member regular
account (DB funds) or where employer matches member regular contributions but
also allows member to contribute additional amounts.

MD

Member Deducted - For eligible members (who are either substantially self
employed or not entitled to superannuation support from their employer) who wish
to pay an amount of after tax salary as a contribution and claim the amount as an
income tax deduction.

MP

Member Single Premium Account - Member lump sum contributions other than
rollover.

Employer Superannuations

SG

SG Contributions (Compulsory) - Legislated compulsory Superannuation Guarantee
(SG) contributions.

EC

Employer Contributions - Contributions made by employers in excess of their
statutory obligation. Used in funds where the Employer contribution percentage may
exceed the SG contribution percentage and a separate account is required to show
this.

EA

Employer Additional - Used in funds where the Employer contributions may be fully
vested and an additional account is required if the additional employer contributions
are not fully vested.
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PR Productivity Contributions (Award) - In cases where Productivity/Award contributions
need to be identified separately rather than incorporated in SG (to show meeting
Union obligations) they can be reported here (otherwise will be included in SG
contributions).

RC Redundancy Contributions - Used for Redundancy funds. This is offered by certain
Industry Funds.

EP Employer Single Premium Account - Employer lump sum contributions.

AP Additional Invalidity Premium - Used by Some Defined Benefit Funds.

DA Drug and Alcoholism Conts - Contributions into the Drug and Alcoholism
rehabilitation foundation. This is offered by certain Industry Funds.

RESC Tick this box if the contribution is a Reportable Employer Superannuation Contributions
(RESC). Employer Contributions you make for an employee are reportable where all of the
following apply:

e your employee influenced the rate or amount of super you contribute for them

e the contributions are additional to the compulsory contributions you must make under any
of the following:

super guarantee law

o an industrial agreement

o the trust deed or governing rules of a super fund

o afederal, state or territory law.

@)

Contributions you make that are not reportable employer superannuations contributions are any
compulsory contributions that you must make for your employee.

NOTE: See Reportable employer superannuation contributions at the ATO’s website for full

information on what types of Employer Contributions are and are not reportable.

Calculation Method Select “Fixed Dollar Amount” if a set amount should be contributed to the
superannuation fund. Select “% of Gross Pay” if the contribution should be calculated as a
percentage of the employee’s gross pay liable for superannuation.

Percentage Rate If the contribution is calculated as a percentage of the employee’s gross
earnings liable for superannuation, enter the rate in this field. If the rate varies, leave the rate as
0.00.

Amount [f the contribution is a set amount, enter the amount in this field. If the amount varies,
leave it as 0.00.

Limit Superannuation Contributions Ticking this box hides the Minimum Earnings Base and
Maximum Earnings Base fields and displays the Maximum Super Contributions Amount field.

Maximum Super Contributions Amount This property applies to piece workers whose
superannuation is calculated based on the value of hours worked. Enter the maximum
contribution amount that each employee can receive per week (this will be multiplied according to
employees’ pay frequencies, e.g. the maximum amount for an employee who is paid fortnightly
would be twice the amount you enter here).
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Minimum Earnings Base This property is available for employer superannuations where the
Contribution Type is set to “SG”. It specifies the Superannuation Guarantee threshold, meaning
that employees who have earned less than this amount for the month are not eligible for
employer superannuation. The default value is $450, which should apply to most employees; if a
different threshold is required, it can be edited here.

Maximum Earnings Base This property is available for employer superannuations where the
Contribution Type is set to “SG”. It specifies the maximum limit on any individual employee’s
earnings base for each quarter of any financial year. The employer does not have to provide the
SGC contributions on the part of earnings above this limit.

NOTE: The SGC Maximum Earnings Base is only applied after 1 July 2011.

Name Enter a name for the superannuation contribution.

Superannuation Provider Select the superannuation provider to whom the contribution is paid.

The providers available are sourced from the Superannuation Providers (see page 64) masterfile.
Many superannuation contributions can be linked back to the same superannuation provider, to
obtain a total for the “scheme” on the Superannuation Summary report.

Cost Centre The Cost Centre for each Superannuation Contribution will automatically default to
the employee’s own default Cost Centre. If you want to cost the Superannuation Contribution to a
different cost centre, enter the Cost Centre number that you want this superannuation
contribution to be costed to. This will override any employees’ default Cost Centre.

Liabilities Superannuation contributions have an effect on other payment items, e.g. Salary
Sacrifices to superannuation are included in Employer Contributions. This window gives you the
flexibility to select the pay items this superannuation contribution is liable for.

General Ledger

Select General Ledger from the Maintenance menu to open the General Ledger Maintenance
window. This is where you enter any General Ledger codes and their descriptions.

== General Ledger Maintenance 2

General Ledger Code; |98EIIII—EIIII

Description: |Wages Expanse

Find : F3 | E% Save: F10 | x Cancel | Delete : F& | E Euit: Ezc

General Ledger Code Enter the General Ledger account code. It can consist of letters, numbers,
or any combination of the two.

Description Type in the name for this General Ledger account code, up to a maximum of 20
characters.
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Note Types

Exo Payroll automatically inserts notes into an employee’s Notes file (see page 97) when certain
conditions occur. Notes are inserted automatically into an employee’s Notes file in situations such
as:

e A lLieu Day is paid or taken (Type D)

e Annual Leave is paid (Type H)

e Other Leave is paid (Type OL)

e Long Service Leave is paid (Type L)

e Anemployees’ salary is altered (Type P)

e An RDO is accrued or taken (Type RDO)

e Personal Leave is paid (Type S)

e Shift Leave is paid (Type SH)

e An employee is terminated or reinstated (Type T)
e An employees’ hourly rate is altered (Type W)

These notes build up in the employee’s Notes file creating a pay activity history that can be
reported on at any time via the Notes report (see page 188). You can create your own Note Types
and add them to the automatically created notes.

Select Note Types from the Maintenance menu to open the Note Types Maintenance window.
Press F9 or click Find for a list of all Note Types. Press F4 or click Add to add a new Note Type:

2= Mote Type Maintenance £

Maote Type:  |LUNPAID

Description: |Un|::|aid Leawe

Default Mote

=]

Find : F3 | E% Save: F10 | x Cancel | Delete : FB | E Exit: Ezc

Note Type Enter the Note Type code that you want to use. It can be letters, numbers, or a
combination of the two. Note Types are also case sensitive so you may choose between upper
and lower case letters.

Description Enter a name to describe the Note Type.

Default Note Enter a default note or template to be added whenever a note of this type is
created. Using a default note saves typing in the same information repeatedly and ensures
conformity in notes added by users. The default note can be edited or added to if necessary.
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Annual Leave Groups

Selecting Groups > Annual Leave Groups from the Maintenance menu opens a window that
allows you to set award-based rules and then place employees in their appropriate group/award.
This grouping enables automatic roll-overs into an employee’s next entitlement and also lets you
split accumulating annual leave where the annual leave entitlement has changed over the course
of an annual leave year.

NOTE: This topic describes the standard leave entitlement management functions. MYOB
Exo Payroll includes a new, enhanced leave entitlement management system. Updating to

the new leave entitlement management system is a major process and cannot be reversed;
for this reason, the new system is not active by default. If you would like to learn more about
the new leave entitlement features and how to activate them, contact your Business Partner.

You are able to define groups of annual leave that allow for different calculations. These groups
are then attached to an employee at the individual employee level in the employee’s masterfiles.
This means that you could have an employee starting at 160 hours entitlement. After 72 months (6
years) service the employee’s entitlement goes up to 200 hours.

These entitlements are automatically given to the employee on the appropriate service
anniversaries.

If you have a company anniversary, you are also able to split the accumulation of annual leave
over an annual leave pay year. This means that you are able to have a company anniversary of,
for example, the 25th of December but an employee who starts in July. On the anniversary of the
employee’s 6th year of service they are now able to accumulate 160 hours pro-rata from the 25th
of December through to July and 200 hours pro-rata from July through to December. Or you may
have the normal method of an employee accumulating 200 hours based over the entire annual
leave year.

Annual Leave Groups are added and edited using the following window:

== Annual Leave Groups Maintenance

Group Code: INL

=

Initial Entitlement;

—
—

Change 1:
Change 2:

Description: |A."L without Leawve Loading
Leawve Loading #: 0.00  Annual Leawve Method: IHDurs j
W Cap Accruals Full Time Hours F"er“r’ear:l 2080
Annual
banths After Entitlement
Start Date Hours

[6000
—
—

. Find: F3 | % Save: F'IEI| x Cancel | @ Delete : FE| E Exit: Esc
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Group Code Enter the Group code number that you want to use.
Description Enter a name to label this Group code number.
Annual Leave Method Select from the following accrual methods:

e Calendar - This method accrues leave on the basis of days worked as they accumulate
across a theoretical “calendar of pay periods”. The calculation works by gauging the
difference, in actual days of the week, between the employee’s start date (or last
anniversary date, if they have one) and the employee’s pay period end date. The
difference in days is proportioned against the number of days in one year (365 or 366 for a
leap year), and is then multiplied by the annual entitlement hours in order to arrive at a
year-to-date accrual.

For example, assume an entitement of 160 hours. Having worked six months of a year, an
employee will have accrued 80 hours. After having worked an entire year, the employee
will have accrued the full 160 hours.

e Hours - Unlike the Calendar method, this method accrues leave based on the employee’s
actual hours of work.

If an employee is part time and does not work a set number of days per week, MYOB
recommends the Hours method. This method applies the number of actual hours paid
against a standard working year (usually 1976 hours), to find a proportion of the year
worked. It then applies that same proportion against the full timer’s standard yearly
entitlement (usually 160 hours).

Examples:

Hours Paid = 1976 - Employee receives 1976/1976 x 160 hours
=1.000 x 160 hours
=160 entitled hours of holiday

Hours Paid = 1520 - Employee receives 1520/1976 x 160 hours
=0.769 x 160
= 123.04 entitled hours of holiday

Hours Paid = 988 - Employee receives 988/1976 x 160 hours
=0.5x160
= 80 entitled hours of holiday

Leave Loading % Enter the leave percentage rate of the award here, e.g. 17.50 for 17.5%. When
paying outstanding annual leave, the value of the annual leave taken will be increased by the
percentage stated in this window.

Cap Accruals Per Pay Period When using the Hours method, it is possible for employees to accrue
more than their entitled leave if they work more than the Standard Hours set on the Employee
Details tab (see page 85). Tick this option to prevent the employee from accruing more than their
entitled leave.

Full Time Hours Per Year This field is only required for the Hours method. Specify the hours that
the employee would theoretically be paid for if they were to work full-time for the whole year (this
is usually 1976 hours). The system will ratio the actual hours paid against the full-time hours paid in
order to calculate the proportion of the year worked and in turn hours to pay, at the end of the
year.

Initial Entitlement The initial entitlement is what the employee will start with in terms of hours
entitlement per year. For example, 160 hours means that on the next anniversary the employee
will get 160 hours of annual leave. In effect if an employee starts on 01/01/2001, as of 01/01/2002
they will have 160 hours leave owing.
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Enter an employee’s initial entitlement in hours. You are then able to define the next two brackets
the annual leave group will roll-over into.

Change 1 You can schedule the entitlement to change due to the length of service e.g. after 18
months give 200 hours, means that on the Ist year’s anniversary the employee gets 160 hours and
on the 2nd and every other subsequent year’s anniversary, the employee gets 200 hours per year.

Change 2 The system allows for up to two rule changes for annual leave. Change 2 works in the
same way as Change 1.

Enter the number of months after an employee’s initial start date that the second change in their
annual leave will take place, e.g. 5 years = 60 months, then enter the new annual entitlement in
hours.

Once you have defined your annual leave group all that is required is to allot the appropriate
group to the individual employee. This is done from the Leave Entitlements tab of the Employee
Maintenance window.

Personal Leave Groups

Selecting Groups > Personal Leave Groups from the Maintenance menu opens a window that
allows you to create groups of personal pay rules for assignment to employees in the Employee
Maintenance window. These entitlements are automatically given to the employee on the
appropriate service anniversaries.

NOTE: This topic describes the standard leave entitlement management functions. MYOB
Exo Payroll includes a new, enhanced leave entitlement management system. Updating to

the new leave entitlement management system is a major process and cannot be reversed;
for this reason, the new system is not active by default. If you would like to learn more about
the new leave entitlement features and how to activate them, contact your Business Partner.

Personal Leave Groups are added and edited using the following window:

o

=

= Personal Leave Groups Maintenance

Group Code: IPL

Group Description: |Per5|:|nal Leave
tdethod: | Haurs -

W Cap Accruals Full Time Hours: | 2080

Months after Hours

start date Entitlernent
Change 1: R | &0.00
Change 2: | |
Change 3: | |
Fepeat final change eveny: |Year j

. Find : F3 | E% Save:le x Cancel | @ Delete:FEl E Eusit: Ezc |

Group Code Enter the Group code number that you want to use.

Description Enter the name you want to label this Group code number
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Method Select one of the following accrual methods:

e Calendar - This method will average the employee’s entitlement over a calendar year,
accruing a set portion every pay period.

e Hours - Unlike the Calendar method, this method accrues leave based on the employee’s
actual hours of work. If an employee is part time and does not work a set number of days
per week, MYOB recommends the Hours Based method.

Full Time Hours Per Year This field is only required for the Hours Based method. Here you would
specify the hours that the employee would theoretically be paid for if they were to work full-time
for the whole year (this is usually 2080 hours). The system will ratio the actual hours paid against
the full-time hours paid in order to calculate the proportion of year worked and in turn hours to
pay, at the end of the year.

Cap Accruals When using the Hours method, it is possible for employees to accrue more than
their entitled leave if they work more than the standard hours. Select this option to prevent the
employee from accruing more than their entitled leave.

Change 1 You can schedule entitlements to take effect due to the length of service, e.g. after O
months the employee would be entitled to 60 hours personal leave; this means new employees
will immediately get 60 hours personal leave entitlement.

Enter the number of months after an employee’s initial start date that the second change in their
personal leave will take place, e.g. 60 months (5 years), then enter the new annual entitlement in
hours.

Change 2/Change 3 The system allows for up to three rule changes for personal leave. Change 2
and Change 3 work the same way as Change 1.

Repeat final change every [f the actual number of hours’ entitlement is to remain at a regular
pattern, you may not need to use the Change 2 or 3 fields at all. Simply select a frequency on
which the employee will regularly receive an entitlement, and the system will look at the last
change rule and reapply it at regular intervals. Select an interval from:

e 1,2, 3, 0or 4 weeks
e 1,2,3,4,5,6,7,8,9,10, or 11 months
e Year (i.e. repeat annually)

Once you have defined Personal Leave groups, all that is required is to allot the appropriate group
to the individual employee. This is done from the Leave Entitlements tab of the Employee
Maintenance window.

Long Service Leave Groups

Selecting Groups > Long Service Leave Groups from the Maintenance menu opens a window that
allows you to create groups of long service types. Employees can be placed in the appropriate
group, so that these entitlements are automatically given to the employee after the appropriate
length of service.

NOTE: This topic describes the standard leave entitlement management functions. MYOB
Exo Payroll includes a new, enhanced leave entitlement management system. Updating to

the new leave entitlement management system is a major process and cannot be reversed,;
for this reason, the new system is not active by default. If you would like to learn more about
the new leave entitlement features and how to activate them, contact your Business Partner.
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Long Service Leave Groups are added and edited using the following window:

# Long Service Leave Group Maintenance 12

&= Frev: F7 | = Newt : Fa | [&] Find: F3 | e Add: F4 | @De|ete:FE:| [= Exit: Esc

Code:  |NSW/

Narne: |NSW LSL

hethod: |H|:|urs j Full Titme Hours F"er‘fear| 2080

W Cap Accruals

Enrtitlerment Changes:

Months after start date Murmber of Hours; |;
W 120 346.67
i 180 173.33
| 240 173.33 |
| 300 173.33
360 173.33 |
e Add | o Ed | (2] Delete |

Code Enter the Group code number.

Name Enter a name for the this Group.

Method Select one of the following accrual methods:

Calendar - This method accrues leave on the basis of days worked as they accumulate
across a theoretical “calendar of pay periods”. The calculation works by gauging the
difference, in actual days of the week, between the employee’s start date (or last
anniversary date, if they have one) and the employee’s pay period end date. The
difference in days is proportioned against the number of days in the entitlement period -
usually one year (365 or 366 for a leap year) - and is then multiplied by the entitlement
hours (usually expressed as an annual value) in order to arrive at a year-to-date accrual.

Hours - Unlike the Calendar method, this method accrues leave based on the employee’s
actual hours of work, using the formula:

(Days in Period x Hours Paid x Entitlement Units) / (Days in this Year x Full Time Hours per
Year)

If an employee is part time and does not work a set number of days per week, MYOB
recommends the Hours method.

Full Time Hours Per Year

This field is only required for the Hours method. Specify the hours that the employee would
theoretically be paid for if they were to work full-time for the whole year (this is usually 1976
hours). The system will ratio the actual hours paid against the full-time hours paid in order to
calculate the proportion of the year worked, and in turn the hours to pay at the end of the year.

Cap Accruals When using the Hours method, it is possible for employees to accrue more than
their entitled leave if they work more than the standard hours. Select this option to prevent the
employee from accruing more than their entitled leave.
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Entitlement Changes When you are adding or editing a Group, you can add and edit the
entitlement changes that apply to the Group. You can schedule entitlements to take effect due to
length of service e.g. after 180 months give 520 hours, means that after 15 years service the
employee gets 520 hours.

Click the Add button to add a new entitlement change, or select an existing change and click Edit
to change its details.

-

2= Leave Group Entitlement Change £Z

bdonths after start date: I—EI
Mumber of months: |—12
Fertiod entitlerment: lﬁ
Entitlerment per manth: lw

% Save: F10 | E Exit: Esc

Months after Start Date Type in the number of months after an employee’s start date that the
first change in their Long Service Leave will take place.

Number of Hours Type in the how many hours the employee is to receive on their entitlement
date.

Once you have entered these details, click Save or press F10 to save the changes and return to the
Long Service Leave Group Maintenance window.

Once you have defined Long Service Leave groups, all that is then required is to allot the
appropriate group to the individual employee. This is done from the Leave Entitlements tab of the
Employee Maintenance window.
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Allowance Categories
Select Single Touch Payroll > Allowance Categories from the Maintenance menu to open the

Allowance Categories window. This window lets you set up categories for Allowances, which are
required when submitting payroll details to the ATO (Single Touch Payroll (see page 276)).

-

2 TP - Allowance Categories 23|

Category |0 | a

Category Mame; |Clther

STP Description: |

Find : F9 | EY Save:F'IEll 9 cancel

- Delete : FE | E Euit: Ezc

To add a new category, enter its description and click Save. To edit an existing category, click Find
to open a picklist of existing categories.

NOTE: Several pre-configured categories are installed with the system. These are the default

categories specified by the ATO, and cannot be edited.
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PAYG Calculator

PAYC

Exo Payroll includes a useful PAYG Calculator for calculating the Tax, Net Pay, Student Loan on
any amount. This is selected from the Utilities menu or by clicking on the PAYG Calculator button
on the toolbar.

fo PAYG Calculatar @

Calculate as at [03/042012  ~ |

Tax Classification
Standard Employes j

Wiithhalding Waration: | 0.00

tedicare Exemption: |Maone Scale &

v Claim Tax Free Threshold v Leawe Loading
[ Flood Lesy Applied

Fay Fregquency: |Weekly j

Gross Pay: Iﬁ
HELP: | oo
SFSS: . oo
Tax Deductions: lﬁ
MNet Pay: lﬁ

E Exit: Esc

Calculation As At This will default to today’s date, and therefore the calculator will use the current
tax tables. If you want to use a previous tax rate, enter a date for that period and the system wiill
re-calculate the PAYG for that period.

Tax Classification There are several different scales, which are arrived at by the employee having
answered the questions in the Employee Declaration form.

For Example:

e Scale 1: standard employee with tax free threshold not claimed

e Scale 2: standard employee with tax free threshold claimed

e Scale 3: non resident with TFN

e Scale 4: standard employee without TFN, alternatively a non resident without TFN
e Scale 5: standard employee with full Medicare exemption

e Scale 6: standard employee with half Medicare exemption

e Special Tax Rate: take tax as a percentage of earnings at the rate you specify

e Working Holiday Maker
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If the employee is on a student loan repayment scheme, the “Standard Employee” option is
extended to cover:

e standard employee with HELP

e standard employee with SFSS

e standard employee with HELP and SFSS
e Standard Employee with Student Loan

NOTE: As of 1 July 2019, the “Standard Employee with Student Loan” option replaces the
HELP and SFSS options. “Standard Employee with Student Loan” functions the same as the

older HELP and SFSS scales, so there is no immediate need to update any existing
employees who use the HELP and SFSS scales, but new employees with student loans
should be set to the “Standard Employee with Student Loan” option.

The system automatically calculates PAYG using in-built coefficients supplied by the ATO.

Withholding Variation If the Employee is on a Withholding Variation, enter the % rate you want to
tax this employee at, e.g. 20.00 for 20%.

Medicare Exemption If the employee is eligible for a Medicare exemption, select the type of
exemption (Full or Half) here.

Claim Tax Free Threshold If the employee falls under the tax free threshold, tick this box.

Leave Loading Select whether or not leave loading applies. This option is only enabled when the
Calculate As At date is prior to 1 July 2012.

Flood Levy Applied Select whether the 2011-2012 Flood Levy should be applied. This option is
only enabled when the Calculate As At date is inside the 2011-2012 financial year.

Pay Frequency Select the employee’s pay frequency.

Gross Pay Enter the amount of Gross Pay and press ENTER. The PAYG and Net Pay are calculated
automatically.

HELP This is a calculated value and will only appear if the Standard Employee with HELP/Non
Resident with HELP option has been selected.

SFSS This is a calculated value and will only appear if the Standard Employee with SFSS/Non
Resident with SFSS options has been selected.

Student Loan This is a calculated value and will only appear if the Standard Employee with
Student Loan/Non Resident with Student Loan options has been selected.

Tax Deductions This is a calculated value showing the total PAYG deductions.

Net Pay If you want to find the Gross amount from a Net figure, enter it here and the Gross Pay
and PAYG will be calculated.
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Leave Planner

The Leave Planner is a utility that allows you to plan and record your employees’ leave to be
taken.

NOTE: Video Help is available for this topic on the Exo Employer Services Education Centre.

Select the Leave Planner from the Utilities menu to open it.
T —

Tuesday 03 April 2012 to Monday 16 April 2012 EE-
Show Leawea Type: Mumber of deys to display: Show Deparment Show Cost Cenine:
A1l Leave Types [ =4 [snDeparmens =] [AlCosConnes -]
Ergel |Empleree Mase Tex  [wes Jres [Fee [y [sos [uen Jran fwn iz Fin [sie [ss Jume  [-]

A |Edevard Jamps Walkace
Z|Thomas Harfey Andrews
AlJannel Faye Houghton
4|Zandia OHee Smith 1 L#]
5|Han Adnan Keatag
]
7
L
B

Gearge Thomas Russel
Heary Kanuse Rebinson LsL LeL
Mathew Martin Hilzry
Walligrm Duncan Jackeon
20|Bemard Codric Tale
M|Hanson Relfl Gaes O
22| Judy May Watson
22| Alan Jehn Batlelt
24 |Fred French
25|Larry Jackson

26 | Athur Jahn Kely
27| Eharon Regors
#4[Young Yanders
20 (Melanie Jane Wall

%P:r.-:rr| #um:pﬂ =) rnd:Fs| [ me.w[ Setup | & Ecnt:FSI [= ea E:-:I

Setting up the Leave Planner

Click the Setup button at the bottom of the window to set up the Leave Planner for initial use. This
opens the Maintenance window:

Add/Edit Emplovess |

Leave Types

Stat Days

E Exit: Ezc
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Utilities
Leave Types Each leave type has a preset colour. You can change the colour for any leave type
here. Selecting this option opens a new window:

= Leave Types Maintenance El@
Leawe Type: AL

Leave Type Name: |Annual Leave

Colourto Display:

" White " R " Green " EE
" EIEm D ark Red - D ark Blue
" Grey " Yellow " Cyan (v

o - el ark Yellow RSl Dark Cyan e ark Magenta

Find : F3 | E% Save: F10 | x Cancel | Delete : FG | Exit: Ezc

Click Find to search for a Leave Type. Select the colour you want to assign to the chosen Leave
type. When you are done, click Save or press F10 to return to the Maintenance window.

Stat Days A statutory holiday can be assigned for any given day to all employees at once. You
need to periodically update your statutory holidays masterfile for regional observances. Selecting
this option opens a new window:

e Statutory Days Maintenance El@
Date: i j

Mame: |

o

Find : F3 | Save: F10 | Cancel Delete : F& | E Euit: Esc

To add a new statutory holiday and date, enter the date, then a description of the day. Click Save
or press F10 to save the new day.

To renew the date for a nationally recognised statutory day, press F9 for a list of statutory days
already in the system. Enter a new date for the chosen statutory day, then click Save or press F10.

Once you are finished setting up the options, click the Exit button on the Maintenance window or
press ESC to return to the Leave Planner window.
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Using the Leave Planner

The Leave Planner makes it easier for pay clerks to judge their staffing levels and to plan in
advance when employees may take annual leave, long service leave or statutory holidays.

The Leave Planner has two different views. Initially, you are presented with a grid showing the
overall Company view. Selecting an employee takes you to the Employee view, which details a
single employee’s leave. You can perform all functions from either view.

Company View

MYOE Leave Planner
Tuesday 03 April 2012 to Monday 16 April 2012 5
=t
Show Leawe Type: Mumber of deys to display:  Show Deparment Show Cost Cenlre:
[ Lowve Type: EEINIREES [snDeparmens =] [AlCosConnes -]
[Errm [Emptcnne Hase Tox  wes [res  Jree fser o Jues frao Jwu [riz JFis [sie g5 Juie -]
;{ 1|Edtward Jamins Walacn
| Z|Thomas HareyAndrews
| 3|sznner Faye Heughton
d4|Eandia Ol Smith 1 O

Han Adnzn Keatng
Gearge Thomas Russel
Heary Kanuse Rebinson LSl LeL
Mathew Martin Hilzry
Walligrm Duncan Jackeon
20|Bemard Cedric Tale

1 |Harnson Rell Giles 1 | 0
22| Judy May Watson
22| Alan Jonn Bartlett
24 |Fred French
25|Larry Jackson

26| Athur John Kely
2T |Eharon Regers
#4[Young Yanders
25| Melanie Jana Wall

S| =d|en|an

=]

&= P":f-"!-'?| = :,--.u:n:a| [@ Fw r9| [ nem-[ Setup | &f Edl-!-‘S[ [= e s:-:l

A number of filters along the top of the window let you choose what to display.

Show Leave Type Choose from the list to see only annual leave, only long service, only lieu days
etc.

Number of days to display Narrow or widen the calendar scope of the grid, up to 250 days.

Show Department Choose from the list to see the leave only for a certain department.
Departments are drawn from Payroll data.

Show Cost Centre Choose from the list to see the leave only for a certain Cost Centre. Cost
Centres are drawn from Payroll data.

To assign a leave type, click on the cell that corresponds to the employee and day you want to
assign leave to. Select a leave type from the list box that appears.
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Utilities

1 Edward James Wallace
| Salod o bies b

Mone d-!
£ Aeval Leave
LA Leng Hereda L
1] e
T Slatitony Hold:

T 8

i P | g poer7 | o e re| ] Feaies || [ e |

Click the white arrows on either side of the bar at the top of the window to navigate between

months.

To assign leave for a day, select one of the leave types from the left of the window, then click on
the appropriate date for the employee. The button will take on a new colour and description. To
remove leave for a day, select “None” on the left, then click on a day that has leave assigned.

Print Lets you print out a Leave Schedule for the current employee.
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Printing the Leave Schedule Report

Selecting Preview from the Company view lets you print or preview the Leave Schedule report for
the whole company.

#o MYOE Leave Planner Report £

 |wne  ~||ems -]

« |0g/06/2018 | 21/06/2018

Print Leave Schedule for

Employee Code

Employvee Alpha

Fanges Frorm: To:
|
|
|
Cost Centre |

|
|
Deparment |
|

Frinters
Destination: | Frinter j
Erititat: |rv1i|::r|:|5|:|ﬁ #F5 Document Writer j

Mumber of Copies: 1 [ Setup Printer
E@] Frint : F3 | E Euit: Esc

Print Leave Schedule for You can select an entire calendar month and year to print for, or
alternatively you can specify an exact date range to report on.

Ranges You can enter From and To values for a range of payroll-related codes. This will narrow
down your result set by filtering out any codes that do not fall within the range(s) you specify.
Leave the ranges blank to report on all employees, departments, etc.

Destination Select a destination for the generated report. Choose from:

e Printer - This will sent the report directly to the specified printer. For several copies of the
same report, adjust the Number of Copies field. Selecting the Setup Printer option will
bring up the Windows Printer dialog when sending the print job.

e Screen - This will generate a print preview to the window, showing you what the final
report will look like when printed.

e Excel - This will generate the report to a Microsoft Excel. You will need to specify a file
name for the Excel spreadsheet in the File Name field.
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Utilities

This utility lets you set up awards containing one or more pay classes, and then apply them to
employees. Assigning an award and pay class to an employee updates the Hourly Rates in their

Standard Pay (see page 105).

Select Awards and Pay Classes from the Ultilities menu. The following window opens:

e Awards and Pay Classes

| Awards and Pay Classes

Assign Directly to Employees
Update Al Rates
Pay Classes Report

Staff Pay Classes Report

[=, Exit : Esc

23

Setting up Awards

Click the Awards and Pay Classes button on the main window to add and edit awards and pay
classes. A picklist window appears - highlight an award and click Select to edit it, or click Add to

add a new award. The Award Maintenance window appears:

2 faward Maintenance

42 Prev : F7 I# Next : F8

Code: TELECOM
Mame: Telecommunications Services
Pay Classes

: CUSTLEAD Customer contact team leader
_|ADMING Clerical and administration 11
_|ADMINZ Clerical and administration [2
E

Edit

* Edit the pay class to view hourly rates other than Rate 1.

Find:F3 | | ofm Add:F4

Delete

Alpha MNarre Rate "
i CUSTTRAI Customer contact trainee 18.4700

21.96800
0.0000
0.0000

{GDelete : F6 | | [=, Exit: Esc
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For new awards, enter an ID code and a name, then click Save. You can then add pay classes to
the award by clicking the Add button in the Pay Classes section to open the Pay Class
Maintenance window:

r-="= Pay Class Maintenance 22

Award: Telecommunications Services

Alpha: CUSTLEAD

Mame: Customer contact team leader

Rate 1: 21.9600

Rate 2: 32.9400

Rate 3. 32.9400

Rate 4: 54.9000

Rate 5: 43,9200

Rate &: 32.9400

Rate 7. 0.0000

Rate &: 0.0000

Rate 9: 0.0000

[ ] Do not overwrite standard pay Hourly Rates when Pay Class rate is zero
E% Save : F10 E Exit : Esc

Enter an Alpha code and name for the pay class, then enter all rates for the class.

Do not overwrite standard pay Hourly Rates when Pay Class rate is zero If this option is ticked,
then when applying the pay class to an employee, rates in the employee’s Standard Pay will not
be updated and will remain editable if the corresponding pay class rate is set to 0.0000. If the
option is not ticked, then any rates set to 0.0000 in the pay class will be set to 0.0000 in the
employee’s Standard Pay and will be read-only. This can be useful in situations where employees
in one pay class share a set of standard rates, but also have personal rates than can differ for each
employee. By setting the rate that relates to employees’ personal rates to 0.0000 and ticking this
option, you can apply the pay class to employees without overwriting their personal rates.

Click Save to save the pay class and return to the Award Maintenance window.
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Assigning Awards to Employees

Utilities

Once you have set up awards and pay classes, click the Assign Directly to Employees button on
the main window to assign existing awards to employees.

Staff Code:

Staff Code
Wallace, Edward Ja

2= Azsign Employees to Pay Classes

Mame

Award Pay Class Rate 1 ~

mes

TELECOM ADMINL

18.4700

2 Andrews, Thomas
3 Houghton, Jannet

Harley
Faye

4 Srrith, Sandra Olive

5 Keating, Karl Adrian

6 Russel, George Thomas

7 Rohinson, Henry Ka

ruso

8 Hilary, Matthew Martin

9 Jackson, Willam Du
20| Tate, Bernard Cedr
21 Giles, Harrison Relf
22 'Watson, Judy May
23 Bartlett, Alan John

Name:

nean
ic

1 Wallace, Edward James

o Edit:

F3

BANKING LEVEL1

18.3800

TELECOM CUSTLEAD 21.9600

0.0000
0.0000
14.0000
12.0000
35.0000
15.0000
0.0000
0.0000
0.0000
12,3076 w

Award: Pay Class: Rate 1
TELECOM ADMINL 18.4700
Telecommunications Services Clerical and administration 11

Save : F10 Cancel | [= Exit : Esc

Select an employee and click Edit to enable the dropdowns at the bottom of the window. Select

an award from the Award dropdown - this updates the Pay Class dropdown with the pay classes
that have been set up for that award, so you can then select a class. Click Save to apply the award
and pay class to an employee.

Assigning a pay class to an employee updates the Hourly Rates in their Standard Pay (see page
105) with the rates from the pay class. The Hourly Wage Rates window indicates when an
employee’s rates have been assigned via a pay class:

-

2= Hourly Wage Rates
Fate 1 | 21.9600
Fate 2 | 328400
Rate 3 | 32.9400
Fate 4 | 548000
Fate b | 43.9200
Fate b | 32.9400
Fate 7 | 0.0000
Rate 8 | 0.0000
Fate 9 | 0.0000

This employee is assigned a pay class.
Award: TELECOM, Pay Class: CUSTLEAD

FEn o

&3

-
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Updating Pay Classes

If you make changes to any pay classes after they have been assigned to employees, click Update
All Rates on the main window to update the rates of all employees who have been assigned an
award and pay class.

o |Update All Rates E3

Update all employees with current rates.

[ |Replace pay rate description with pay class name in the standard pay?

Tick the check box if you want to update the Pay Rate Descriptions on the Wages section of
employees’ Standard Pays (see page 100) with the name of the pay class assigned to them, then
click OK.

Reports

Two reports are available from the main Awards and Pay Classes window:

e C(lick Pay Classes Report to print a report showing the details of all awards and pay classes.
Only awards that are currently assigned to users are included in the report.

o Click Staff Pay Classes Report to print a report showing the details of all awards and pay
classes, as well as the employees who have been assigned to each pay class. Only awards
that are currently assigned to users are included in the report.

Leave Entitlement Adjustment

This utility is for entering adjustments to employees’ year-to-date leave entitlements.

NOTE: This utility is only available if the new, enhanced leave entitlement management

system has been activated. If you would like to learn more about the new leave entitlement
features and how to activate them, contact your Business Partner.

5
e Leave Entitlerment Adpestmant =
Aanual Lede | Pezsonal Leaxwe | Long Sepace Leae
[ cotes || sumame [ restrame | sutone [ enaome [ams] Ui [ e ™ coemmc] pes | e | | s | | v | e soarce [}
| oy 1 Walsce | Ddwaed Jemon  ZWI0E014 | 20 R Hours 1 maon 1sEmd aoa| 1ga irt BRI 100 ooa S I
I 2| andrewa | Thamas Harley SROETI14 | 60 Hours Xl n2 B0 4TS LT3 ™ MWL TEET 10008 @0 1T Ar
| 3| Fisughlin Fasnel Faye  JORD4 | JROADHIE Caedad  0TORE015 030 00 00 [l oo i ] L] L] (il
| & Sl Sardra Okes  ORODSDE | DSOETHE ML Hours L 15200 152 L] 1123 14031 15200 0o 00 15200
1l 5| Meading el Sdrian 20X |1 EOREHE R Hours L 15200 15 L 1iga 0 107Es I 00 2ELBS
o G Puwsel Gogrge Thomas. QRIZEIE | DI2TE LU Hours LK 290 B o L Moy A = Ll 1
F|Fobinsan  |Herry Karsse  GRIOCA14 | CO0D01E[ L Hours ' 1200 1526 LT 1783 BETT GE4E 12900 0| ek
Il B Hillary Mafthew Wafn Hours (X} 15280 15304 [T 11£) B2 18 T1ES 5208 &80 185 BE
: 0 lacksan ‘Willam Doncas | 1VG2 Howirs [ 65230 15200 0 113 F3EF OE33 12500 B0 2R
il 30 Tede Bemand Codnc I, Hoars X 05200 1520 0 1159 prd -] ILES el el T BR35
21 G Pamans Belt Nours LK s 1em g 1e e MWiH 1K 00 2
22 \nson Sy My Hours [ nIen 1B [T 1148 NEE Do e @00 12808

Bz Cogm | f_{'—'-.—n'i-:-owl E £xd: e |
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Utilities
The utility displays the current YTD leave entitlements for all employees. Only the Adjusted Hours,

Adjusted Accrual and Carry Over columns are editable - enter values into these columns to adjust
employees’ entitlements as necessary.

The Copy button at the bottom of the window copies all data from this window to the clipboard,
so that it can be pasted directly into a spreadsheet.

The View History button opens the View Hours Paid History window for the selected employee.

Editing Tax Scales for Working Holiday Makers

A Working Holiday Makers (WHM) tax scale came into effect from 1 January 2017; however, it
wasn't available in MYOB Exo Payroll until the 2017.01 compliance release in mid-2017, so
employees could only be assigned the WHM tax scale for pays that were started after this version
is installed. This utility lets you edit historical pays for employees who should have been using the
WHM tax scale, so that you can retrospectively assign them the correct tax scale.

NOTE: See the ATO website for information on the requirements that must be met for an

employee to qualify for the Working Holiday Makers tax scale.

Once you have assigned the WHM tax scale to all employees who should be using it, open the
utility by selecting Edit Tax Scale for Working Holiday Makers from the Ultilities menu:

t=| Edit Tax Scale of Historic Pays for Working Heliday Makers ?‘
— Filbers ~ Sort Order
From: [01/01/2007 = | Tex [20/08/2007 = | Employee: |41 w| oo Bbens || | Sort By | Pap Murier =]
[ Descanding

Pay Hum | Physical Pay Date | Pay Frequency| Pay Type| Tax Seake

6 Damam T |current | Standard Employes

3 2 Andrews, Thomas Harley ANDREWS & fama2n? ‘Weekhy Currert | Standard Employes
i 3 5| Keating, Karl Adrian KEATHG B QAN T Waakly Currerd  Standard Emplayves
B "2 20 Taie, Barnard Cedric TATE B Qa7 ‘Weeky Currert | Standard Employes
i 3 1| Wallaca, Edvward James WALLACE T Mz T Waakly Currerd  Standard Emplaves
] r 2 Andrews, Thomas Harkey ANDREWS T Weekly Current | Standard Employes
2 5| Keating, Karl Adrian KEATHG T HENT Waekly Currerd  Slandard Esplayves
= 20 Tate, Bernard Cedric TATE T e Weekhy Current | Standard Empioyee

LT T T T T T

LT T 1

Charge Tax Seale to: | Standaid Emplopes j Updiste Tax Scele |
EI Epsail I EEuil:Etc]

The window displays all employees whose tax scale is currently set to “Working Holiday Maker” on
the Employee Details tab of the Employee Maintenance window (see page 82), and all closed pays
that those employees appear in during the selected date range. You can filter the window by
narrowing the date range or selecting a specific employee to display.
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The Tax Scale column displays the tax scale that the employee was on in the historical pay. To
update employees’ tax scales:

1. Select the records that you want to update by ticking the relevant boxes in the Select
column.

2. Select the tax scale that you want to change the employee(s) to from the dropdown at the
bottom of the window.

3. Click Update Tax Scale.

4. You are asked to confirm the operation. Click Yes to update the pay records for all selected
employees and pays with the new tax scale.

NOTE: You do not necessarily have to update all pays from 1 January 2017—select only
those pays in which employees were using the WHM tax scale, e.g. if an employee did not

qualify for the WHM tax scale until 1 March 2017, you only need to update pays between 1
March and the date when this version was installed.

Delete Old Information

The Delete Old Information option in the Utilities menu is used for deleting old information and
clearing out old terminated employees. Exo Payroll retains a minimum of two years’ worth of
historical information and one year of posted batches. You can only use this option after you have
been running the Exo Payroll for two years. Only use this option if your hard drive space is at a
premium or the size of the Exo Payroll database is affecting performance.

NOTE: The ATO requires that you retain at least seven years of payroll data - if you are

deleting data more recent than seven years old, you should archive the company (see page
2) so that a copy of the older data is available for reporting purposes.

@ =)

- Delete Old Information =2

Delete infarmation for. | Fayrall & Time and Aftendance j

¥ Delete terminated employees

Delete Payroll information before date: |1 006207
Delete EXO Time and Attendance information befare date: |1 0/06/2018
Delete clock fransactions before date: |1 0/03/2019

Delete : FE| E Exit: Esc ”

Delete information for Select whether to delete information for the Exo Payroll module, the Time
and Attendance module or both.

Delete terminated employees Select this option if you want to delete old terminated employees
while you are deleting old information.

Delete Payroll/Exo Time and Attendance information before date The date in this field is two
years before the current system date (one year for Exo Time and Attendance).

257



Utilities
Delete clock transactions before date All imported time clock transactions before the selected
date will be deleted.

Once all options are set, click Delete. You are required to perform a backup before deleting
information.

NOTE: Once old records have been deleted, there is no way of recovering them from the
company database. Make sure that your data has been backed up and/or archived before

deleting old information.
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Paid Parental Leave

The Paid Parental Leave (PPL) scheme is an entitlement for working parents of children born or
adopted from 1 January 2011. The scheme provides government funded PPL at the National
Minimum Wage for a maximum period of 18 weeks. Parental Leave Pay is taxable.

All working parents, including full-time, part-time, self-employed, casual, contract and seasonal
employees, will be entitled to Parental Leave Pay, if they meet the eligibility criteria.

The scheme provides a maximum of 18 weeks government funded PPL paid at the National
Minimum Wage.

From 1 July 2011, employers will be responsible for providing PPL to eligible long-term employees,
for children born or adopted from 1 July 2011. (Employers are not responsible for providing PPL for
children born or adopted between 1 January 2011 and 1 July 2011; it is paid to employees directly
by the Centrelink agency.)

Paid Parental Leave is administered by the CentreLink government agency. See the following
website for more information on the PPL scheme:

https://www.humanservices.gov.au/organisations/business/services/centrelink/paid-parental-
leave-scheme-employers

Setting up Paid Parental Leave

Paid Parental Leave is added to employees’ pay as an Allowance. A default “Paid Parental Leave”
Allowance is already set up for you, but you can modify this Allowance or create a new one if
necessary.

If you do want to create a new Allowance for Paid Parental Leave, it should have the following
properties:

e The Allowance should be set to Taxable.
e The Calculation Method should be set to “Fixed Dollar Amount”.
e The Type should be set to “Paid Parental Leave”.

e All liabilities on the Payment Liabilities window should be unticked.

NOTE: From 1 November 2018, Paid Parental Leave is liable for Long Service Leave in
Victoria. If you are paying Parental Leave in Victoria, tick the Long Service Leave box in the

liabilities section. If you are paying Parental Leave in Victoria and one or more other states,
you will need to create two Allowances for Paid Parental Leave: one for Victoria, with the
Long Service Leave box ticked; and one for all other states, with all liability boxes unticked.

Paying Paid Parental Leave

Before creating the Current Pay, open the Employee Maintenance screen (see page 81) and add a
Paid Parental Leave Allowance of the correct amount to the employee’s Standard Pay.

Leave Accrual

Paid Parental Leave is not liable for any sort of leave accrual. If an employee is on another sort of
leave, e.g. Annual Leave, while also receiving Paid Parental Leave, they should accrue leave on
that leave type only. The exception to this is Long Service Leave in Victoria - see the note above.
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Troubleshooting

Multiple scenarios are possible, depending on the Leave Method selected for the employee’s
Leave Group, and whether or not they are taking leave at the same time as they are receiving
Paid Parental Leave.

It is up to the organisation to ensure that leave accruals are handled correctly; recommended
steps for each possible scenario are given below.

Leave Method set to “Hours”, employee not taking leave

1. Before creating the Current Pay, open the Employee Maintenance screen (see page 81)
and add a Paid Parental Leave Allowance of the correct amount to the employee’s
Standard Pay.

2. Create the Current Pay for the employee’s pay cycle.

3. Edit the employee’s Current Pay so that their Gross Taxable equals $0.

4. Setthe Hours Paid (see page 149) to zero if any value other than zero is displayed.
No leave will accrue for this pay.
Leave Method set to “Hours”, employee taking leave

1. Before creating the Current Pay, open the Employee Maintenance screen (see page 81)
and add a Paid Parental Leave Allowance of the correct amount to the employee’s
Standard Pay.

2. Create the Current Pay for the employee’s pay cycle.
Edit the employee’s Current Pay so that their wages/salary are $0.

4. Enter the hours of non-PPL leave taken (see page 130). There is no need to reduce
wages/salary (see page 131).

5. The system automatically calculates the Hours Paid (see page 149) based on the non-PPL
leave taken.

Leave will accrue for this pay according to the hours paid.
Leave Method set to “Calendar”, employee not taking leave

1. Before creating the Current Pay, open the Employee Maintenance screen (see page 81)
and edit the employee’s Standard Pay:

e Add a Paid Parental Leave Allowance of the correct amount.

e Edit the employee’s entitlement rules. Add an entitlement rule with the From Date
equal to the date when the employee starts receiving parental leave pay and set
the entitlement hours to O hours.

2. Create the Current Pay for the employee’s pay cycle.

3. Edit the employee’s Current Pay so that their wages/salary are $0.
No leave will accrue for this pay.
Leave Method set to “Calendar”, employee taking leave

The “Calendar” method is not the recommended method of accruing leave, as it will not accrue
leave on actual hours, but will average the employee’s entitlement over the year, giving a
standard accrual every pay period, regardless of the hours worked in each pay period.

Accruing leave only on non-PPL leave paid is not supported in this scenario; under this method
employees can either receive their standard accrual for the period or none at all. This method
does not support pro-rata accrual of leave.
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Superannuation Guarantee GL Journals

This topic provides an overview of the processes involved in generating Superannuation
Guarantee (SG) General Ledger journals from MYOB Exo Payroll.

Payroll Operation Processes
The generation and ongoing management of Superannuation Guarantee (SG) journals have been
strictly based on the following payroll operation process:
1. Update the Standard Pay
Open the Current Pay
Print any Standard Reports
Pay any Direct Credits

Generate GL export files

o A W N

Update the Current Pay

The system is designed to post SG journals for each pay run, as this updates an internal flag within
the system to note that Superannuation Guarantee amounts have been generated and posted to
a General Ledger file.

Apply Superannuation Guarantee Scheme Global Settings

A global setting that enforces the use of the Superannuation Guarantee minimum liable earnings
threshold is available at Superannuation Setup > Superannuation Guarantee in the Payroll Setup
window (see page 52). Selecting this option activates the Apply Superannuation Guarantee
Scheme option in all areas of the system, providing consistency within the Exo Payroll application.

The minimum monthly earnings threshold is set on a per-Superannuation basis by configuring the
Minimum Earnings Base property on the Superannuation Maintenance window (see page 232).
The default threshold is $450 per month.

The maximum quarterly earnings threshold is set on a per-Superannuation basis by configuring
the Maximum Earnings Base property on the Superannuation Maintenance window (see page
232). No maximum threshold is set by default.

How the System Works

The calculation of the Superannuation Guarantee employer contribution for employees must take
into consideration the employees’ Gross liable earnings in order to be correct.

For each employee, MYOB Exo Payroll takes into account:

e The month-to-date earnings liability total, to check if it is equal to or greater than the
Superannuation Guarantee minimum threshold (the default threshold is $450 per month).

e The quarterly earnings liability total of each employee, to check if it is equal to or less than
the Superannuation Guarantee maximum threshold (no maximum threshold is set by
default).

If an employee’s Gross earnings liability falls between the two thresholds, the necessary
Superannuation Guarantee journals are generated for the employee. If the Gross earnings liability
falls outside the thresholds, then no Superannuation Guarantee journals are generated for the
employee.
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Calculation Date

Superannuation Guarantee contributions can be calculated according to the Pay Period End Date
or the Physical Pay Date. Prior to the release of MYOB Exo Payroll 2011.04, all sites used the Pay
Period End Date. As of Exo Payroll 2011.04, the following dates are used:

e New installations of Exo Payroll 2011.04 or later are set to use the Physical Pay Date.
e Existing installations prior to Exo Payroll 2011.04 use the Pay Period End Date.

e Existing installations that are upgraded to Exo Payroll 2011.04 or later continue to use the
Pay Period End Date by default. For existing installations, a utility is available to change the
system to use the Physical Pay Date and to recalculate historical SG amounts using the
Physical Pay Date. Contact your Enterprise Solution Partner for more information.

In many cases, it will not make a difference whether the Pay Period End Date or the Physical Pay
Date is used; however, there are some situations where it can affect the calculations.

For example, consider a scenario where pay is (physically) made on a Wednesday each week, but
the pay period covers pay in advance for the Thursday and Friday:

Physical Pay Date Pay Period End Date

Week 1 03/08/11 05/08/11
Week 2 10/08/11 12/08/11
Week 3 17/08/11 19/08/11
Week 4 24/08/11 26/08/11
Week 5 31/08/11 02/09/11
Week 6 07/09/11 09/09/M
Week 7 14/09/1 16/09/11
Week 8 21/09/M1 23/09/11
Week 9 28/09/M 30/09/11

Using the Physical Pay Date, August would include five weekly pays and September would
include four weekly pays.

Using the Pay Period End Date, August would include four weekly pays and September would
include five weekly pays.

Example

The Demonstration Company has several employees, all of which belong to a weekly pay run. All
employees of this company receive the standard Superannuation Guarantee employer
contribution. The system uses the Physical Pay Date for SG contributions, and is configured to use
the default SG threshold of $450.
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Below are the standard pay details for the employees:

Employee Standard Weekly Gross Pay

Sandra Smith $1500.00

George Russel $336.00

Thomas Andrews  $216.00

Week 1 Pay Run

Pay Details Date

Pay Period Start Date 25/09/2010

Pay Period End Date 01/10/2010

Physical Payment Date  02/10/2010

At the start of the month, only one employee, Sandra Smith, is immediately eligible for the
Superannuation Guarantee employer contribution as her month to date earnings are above the
$450 threshold.

As month-to-date liable earnings for George Russel and Thomas Andrews are below the $450
threshold, they are both not-eligible to receive the Superannuation Guarantee employer
contribution at this stage.

Generated SG Journals Week 1 Pay Run

Employee Current Pay MTD Superannuation Journals Week 1
Liable Liable
Earnings Earnings
Journal. Expense Payable
Ref

Sandra Smith $1500.00 $1500.00 $135.00 Pay 135.00 -135.00
2/10/10

George Russel $336.00 $336.00 $0.00 n/a 0.00 -0.00

Thomas $216.00 $216.00 $0.00 n/a 0.00 -0.00

Andrews

TOTAL $135.00 $135.00 -

$135.00

The above journals are reflected when printing the General Ledger report (see page 184).

Once all required reports and payslips have been processed, it is then advised to create the Direct
Credit files and GL posting file.
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Week 2 Pay Run

Pay Details Date

Pay Period Start Date 02/10/2010

Pay Period End Date 08/10/2010

Physical Payment Date  09/10/2010

This pay sees George Russel qualify for the SG employer contribution. The system automatically
generates a current journal and a back-dated journal for the required SG amounts, in this case
Week 2 & Week 1 respectively. Sandra Smith will continue to receive the SG contribution, while
Thomas Andrews has still not reached the month-to-date $450 threshold and hence does not
receive any SG contribution amount.

Generated SG Journals Week 2 Pay Run

Employee Current Pay MTD MTD Superannuation Journals Week 2
Liable Liable SG
Earnings Earnings Amount
Journal. Expense Payable
Ref

Sandra Smith $1500.00 $3000.00 $270.00 Pay 135.00 -135.00
9/10/10

George Russel $336.00 $672.00 $60.48 Pay 60.48 -60.48
9/10/10

Thomas $216.00 $432.00 $0.00 n/a 0.00 -0.00

Andrews

TOTAL $330.48 $195.48 -

$195.48

The above journals are reflected when printing the General Ledger report (see page 184).

Once all required reports and payslips have been processed, it is then advised to create the Direct
Credit files and GL posting file.

Week 3 Pay Run

Pay Details Date

Pay Period Start Date 09/10/2010

Pay Period End Date 15/10/2010

Physical Payment Date  16/10/2010

This pay sees Thomas Andrews qualify for the SG employer contribution. The system wiill
automatically generate a journal for the current pay SG amounts and then create two back-dated
journals for the required SG amounts for Week 1and Week 2.
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Sandra Smith and George Russel will both continue to receive the SG contribution for the
respective period.

Generated SG Journals Week 3 Pay Run

Employee Current Pay MTD MTD Superannuation Journals Week 3
Liable Liable SG
Earnings Earnings Amount
Journal. Expense Payable
Ref

Sandra Smith $1500.00 $4500.00 $405.00 Pay 135.00 -135.00
16/10/10

George $336.00 $1008.00 $90.72 Pay 30.24 -30.24

Russel 16/10/10

Thomas $216.00 $648.00 $58.32 Pay 58.32 -58.32

Andrews 16/10/10

TOTAL $554.04 $223.56 -

$223.56

The above journals are reflected when printing the General Ledger report (see page 184).

Once all required reports and payslips have been processed, it is then advised to create the Direct
Credit files and GL posting file.

Week 4 Pay Run

Pay Details Date

Pay Period Start Date 16/10/2010

Pay Period End Date 22/10/2010

Physical Payment Date  23/10/2010

This pay now sees all employees receive the SG amounts in the current pay; no back dated
journals are required.
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Generated SG Journals Week 4 Pay Run

Employee Current Pay MTD MTD Superannuation Journals Week 4
Liable Liable SG
Earnings Earnings Amount
Journal. Expense Payable
Ref

Sandra Smith $1500.00 $6000.00 $540.00 Pay 135.00 -135.00
23/10/10

George $336.00 $1344.00 $120.96 Pay 30.24 -30.24

Russel 23/10/10

Thomas $216.00 $964.00 $77.76 Pay 19.44 -19.44

Andrews 23/10/10

TOTAL $738.72 $184.68 -

$184.68

The above journals are reflected when printing the General Ledger report (see page 184).

Once all required reports and payslips have been processed, it is then advised to create the Direct
Credit files and GL posting file.

Week 5 Pay Run

Pay Details Date

Pay Period Start Date 23/10/2010

Pay Period End Date 29/10/2010

Physical Payment Date  30/10/2010

This pay sees all employees receive the SG amounts in the current pay; no back dated journals are
required.
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Generated SG Journals Week 5Pay Run

Employee Current Pay MTD MTD Superannuation Journals Week 5
Liable Liable SG
Earnings Earnings Amount
Journal. Expense Payable
Ref

Sandra Smith $1500.00 $7500.00 $675.00 Pay 135.00 -135.00
30/10/10

George $336.00 $1680.00 $151.20 Pay 30.24 -30.24

Russel 30/10/10

Thomas $216.00 $1080.00 $97.20 Pay 19.44 -19.44

Andrews 30/10/10

TOTAL $923.40 $184.68 -

$184.68

The above journals are reflected when printing the General Ledger report (see page 184).

Once all required reports and payslips have been processed, it is then advised to create the Direct
Credit files and GL posting file.

Total Monthly Summary

Sandra Smith George Russel Thomas Andrews

Current Pay Current Pay Current Pay
Journal Journal Journal
Week 1 135 - -
Week 2 135 60.48 -
Week 3 135 30.24 58.32
Week 4 135 30.24 19.44
Week 5 135 30.24 19.44
Total Month SG Amount 675 151.20 97.20

Total SG Employer Contribution amount: $923.40
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Payment Summaries

MYOB Exo Payroll allows you to produce the following Payment Summary reports for submission
to the ATO:

e Business and Personal Services

e Employment Termination Payment
¢ Individual Non-Business

e Voluntary Payment

All payment summaries are printed out as reports - the Individual Non-Business summary can also
be exported as an electronic file for electronic submission to the ATO. This file is sometimes
referred to as a Payment Summary Annual Report or PSAR file (in the past it was also called the
EMPDUPE file).

NOTE: As of 1 July 2009, the Voluntary Payment summary is obsolete. This report will not

generate any results if the From Date field is 01/07/2009 or later.

Setting up Payment Summaries

The system calculates the values that appear on payment summaries by drawing in all pay data
related to payment summaries. To ensure that the correct amounts are reported in the right
places, all records must be set up correctly as detailed below.

Allowances

When setting up Allowances on the Allowance Maintenance window (see page 57), a Payment
Summary Type must be selected for each Allowance to determine if and where it appears in
payment summaries. Choose from one of the following types:

e None - Some payments belong in the Gross field of the Payment Summary Allowance
Type along with the normal wages and salary. They include Allowances to compensate for
specific working conditions and payments for special qualifications or extended hours. For
example, normal home to work transport expenses, annual leave or bonuses, amounts
paid for unused long service leave, unused annual leave and other leave related payments
that have accrued after 17 August 1993, except if the amount was paid because the payee
ceased employment under an approved early retirement scheme, invalidity or bona fide
redundancy (see notes on Lump Sum Payments below).

This does not include amounts that are shown separately as CDEP salary or wages,
Allowances, Lump sum payments, return to work payments or amounts shown at the
“Other income” field.

To completely exclude a payment from the PAYG Payment Summary, set the Allowance to
“‘Non-Taxable” and set the Allowance Type to “None”.

e Work Related Expenses - Such as tool allowances and motor vehicle allowances, including
car expense payments on a cents per kilometre basis.

o CDEP Salary or Wages - This is the amount of salary or wages you have paid to the payee
from a Community Development Employment Project wages grant.

e Lump Sum Payment A - Unused long service leave that has accrued after 15 August 1978,
but before the 18th of August 1993. Unused annual leave and other leave related payments
that accrued before 18 August 1993. Unused long service leave, unused annual leave and
other leave related payments that have accrued after 15 August 1978 if the amount was
paid because the payee ceased employment under an approved early retirement scheme,
because of invalidity or because of a bona fide redundancy.

e Lump Sum Payment B - Amounts paid for unused long service leave that have accrued
before 16 August 1978.
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e Lump Sum Payment D - The tax free component of a bona fide redundancy payment or an
approved early retirement scheme payment.

e Lump Sum Payment E - Amounts paid for back payment of salary and wages, which have
accrued more than 12 months ago. Also, any return to work payments.

e Exempt Foreign Emp Income - The Allowance is Exempt Foreign Employment Income
(EFEI), which is non-taxable, but is reported on Payment Summaries and in the PSAR file.
Information on what sorts of foreign income are exempt is available at the ATO website.

e Other Income - Any amounts that are exempt income and/or foreign source salary and
wage income. These amounts should not be included in the Gross payments on the
Payment Summary Allowance Type.

NOTE: The “Other Income” payment summary type has been phased out - for the 09/10
financial year and later, any Allowances set to “Other Income” will be treated as if they were

set to “None”. To keep your records tidy, you may want to change any “Other Income”
Allowances to “None”; however, this should not be done until after you have generated the
Individual Non-Business payment summaries and/or PSAR file for the 2008/09 year.

Deductions

When setting up Deductions on the Deduction Maintenance window (see page 71), a Payment
Summary Type option must be selected for each Deduction to determine if and how they wiill
appear on payment summaries. For each Deduction, choose from one of the following types:

e None - Select this option for Deductions that are not required to appear on the PAYG
Payment Summary.

e Deductions - Select this option for Deductions that are required to appear on the PAYG
Payment Summary, e.g. Union Fees.

e Workplace Giving (DGR) - Select this option for pre-tax deductions to charity donations.

NOTE: “Workplace Giving (DGR)” Deductions should be set up as pre-tax Deductions, i.e. the

Post-Tax option should be unticked, if you do not want the Deduction to affect the Gross
Income in reports.

Non-Cash Benefits

Fringe Benefit Tax amounts are included in payment summaries. Fringe Benefits are set up as
Non-Cash Benefits on the Non-Cash Benefits maintenance window (see page 68) - ensure that
the Payment Method is set to “Fringe Benefit”.

Superannuations

Amounts for reportable employer superannuation contributions (RESC) are included in payment
summaries. On the Superannuation Maintenance window (see page 232), ensure that all
reportable contributions have the RESC option ticked. Employer contributions you make for an
employee are reportable where all of the following apply:

e your employee influenced the rate or amount of super you contribute for them
e the contributions are additional to the compulsory contributions you must make under any
of the following:
o super guarantee law
o anindustrial agreement
o the trust deed or governing rules of a super fund
o afederal, state or territory law.

Contributions you make that are not reportable employer superannuations contributions are any
compulsory contributions that you must make for your employee.

NOTE: See Reportable employer superannuation contributions at the ATO’s website for full

information on what types of employer contributions are and are not reportable.
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Employees

The Business and Personal Services payment summary contains information on contractors used
by your company. Contractors are set up as employee records on the Employee Maintenance
window (see page 81) - to mark an employee record as a contractor, select “Contractor” from the
Full-time/Part-time/Contractor dropdown on the Employee Details tab (see page 82).

Generating Payment Summaries

Payment Summaries are generated from the Payment Summaries tab of the Print Reports window
(see page 184). As with other reports, you can specify ranges of records to include in a payment
summary, e.g. if you want to generate an Individual Non-Business payment summary for a single
employee or for a small group of employees.

NOTE: Ensure that all Current and One-Off pays are closed before generating payment

summaries - some data in open pays may not appears on payment summaries.

When a payment summary report is run, the system draws in all relevant pay data from the
included records to calculate the values that appear on the report.

NOTE: In addition to employee’s wages/salary and the records mentioned above, some
payment summary data is taken from the values that are entered in the Termination Wizard
(see page 149) as part of the Current Pay process. In particular, the Employment Termination

Payment summary is calculated based on the values entered into the Termination Wizard,
and certain lump sum values from the wizard are included in the Individual Non-Business
payment summary.

Amending Payment Summaries

If you have submitted a payment summary that contained incorrect data, then once you have
corrected the data in the Exo Payroll system, you can correct the payment summary by generating
and submitting an amended payment summary. When amending a payment summary, you only
need to submit the records that need to be corrected.

Amended versions of each payment summary report are available on the Payment Summaries tab
of the Print Reports window. To generate an amended payment summary, select the “Amended”
report that corresponds to the type of payment summary you need to amend, e.g. to generate an
amendment to the Individual Non-Business payment summary, select “Amended INB”. You can
use the filtering options to select only those employees whose data has been updated.

Troubleshooting

When generating payment summaries, the system performs several validation checks on your
data to ensure that it is suitable for submission to the ATO. Common validation errors and their
solutions are discussed below.

“Company invalid data found.”

If your company is based in Australia, you cannot select “OTH” as a state. Correct this on the
Employer details section of the Company Setup screen (see page 23).

“Please enter Contact Name.”
“Please enter Contact Number.”

Details of the contact person for payment summary enquiries must be entered on the Print Report
window (see page 184) when generating payment summaries.

“The Australian Business Number (ABN) provided is not valid.”

Correct this on the Employer details section of the Company Setup screen (see page 23).
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Special characters

Company Name, Company Address and Employee Name fields can only include characters like:
a-ZA-Z0-9()space &/ " “-. @ #<>

Check the company details on the Employer details section of the Company Setup screen (see
page 23). You can use the Employees Report to check all employees’ address details for the
presence of special characters.

“TFN details not found for employee.”
“Birth date required.”

A Tax File Number (TFN) and a birth date must be entered on the Employee Details tab of the
Employee Maintenance window (see page 82) for all employees who will be included in the PSAR.
You can use the Employees Report to check all employee records and see which are missing
details.

“Invalid address data found for employee.”

Address details must be entered on the Employee Details tab of the Employee Maintenance
window (see page 82) for all employees who will be included in the PSAR. Ensure that the Country
field is not blank and that the state is not “OTH".

“ABN details not found for contractor.”

An Australian Business Number (ABN) must be entered on the Employee Details tab of the
Employee Maintenance window (see page 82) for all contractors who will be included in the PSAR.

“Invalid INB transaction data found for employee.”
“Invalid ETP transaction data found for employee.”

An employee’s income tax for the financial year cannot exceed their income for the financial year.
Check the date ranges that were specified for the report. Check the Trial Balance report for the
financial year, with the Physical Pay Date option turned on. Look for any transactions which sum
to a negative or small grand total, including one-off or irregular pays. Query by pay period and
check for out-of-order or out-of-range pay numbers or head counts.

Time Transaction Import Format

The Import Time Transactions item in the Pay menu (see page 174) is used to import time
transactions from non-MYOB software. Transactions can be imported from files in the DBF, CSV or
TXT formats.

NOTE: The Import Time Transactions menu item must be enabled on the Other Setup (see

page 35) section of the Setup Payroll window.

The following is a file specification for a transaction file from which Exo Payroll can import data

from non-MYOB sources into the Current Pay. This file can potentially hold wages, allowances,

deductions and all manner of paid leave transactions, along with job costing information where
applicable.

The import file should contain all wages and time based allowances for the employees for the
whole current pay period. The file must be named TIMETRAN.DBF, TIMETRAN.CSV or
TIMETRAN.TXT, and must be copied to the root directory of the Exo Payroll installation (usually
C:\Payrollv).
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Structure for the TIMETRAN.DBF Table

Field Field Name Type Width Decimals Example

1 STAFF_CODE Numeric 6 0 9

2 TYPE Character 1 A

3 UNITS Numeric 8 2 40.00

4 WAGE_TYPE Numeric 6 0 1

5 ALLOW_CODE  Numeric 3 0 3

6 COSTCENTRE Numeric 12 0 12

7 UNITS2 Numeric 8 2 40.00

8 WAGECODE Numeric 1 0 1

9 RATE Numeric 8 4 12.9975

10 DESCRIPT Character 60 Alternate description

11 DAYSTAKEN Memo n/a 01/05/2008
02/05/2008
03/05/2008

12 SICK_NOMED  Numeric 6 2 16.00

NOTE: Dates in the DAYSTAKEN field are delimited by a carriage return and line feed

(CR/LF).
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Structure for the TIMETRAN.CSV File

Field Field Name Type Width Decimals Example

1 STAFF_CODE Numeric 6 0 9

2 TYPE Character 1 A

3 UNITS Numeric 8 2 40.00

4 WAGE_TYPE Numeric 6 0 1

5 ALLOW_CODE  Numeric 3 0 3

6 COSTCENTRE Numeric 12 0 12

7 UNITS2 Numeric 8 2 40.00

8 WAGECODE Numeric 1 0 1

9 DESCRIPT Character 60 Alternate description
10 DAYSTAKEN Character n/a 01/05/2008|02/05/2008
11 RATE Numeric 8 4 12.9975

NOTE: Dates in the DAYSTAKEN field are delimited by the | (pipe) character.

Structure for the TIMETRAN.TXT File

Field Field Name Decimals Example
1 STAFF_CODE Numeric 6 0 9

2 TYPE Character 1 A

3 UNITS Numeric 8 2 40.00

4 WAGE_TYPE Numeric 1 0 1

5 ALLOW_CODE  Numeric 3 0 3

6 COSTCENTRE Numeric 12 0 12

7 UNITS2 Numeric 8 4 12.9975
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Field Formats and Codes

Field Possible Values Description

STAFF_CODE 1t0 999999 Unique identifier for a specific employee. This must
match the existing Code for the employee in Exo
Payroll, as displayed on the Employee
Maintenance screen (see page 82).

TYPE H Wage Hours - If a value is specified in the RATE
field, this will be used as the hourly rate; otherwise
the employee’s default is used. Wage hours can
have blank Cost Centres. If the COSTCENTRE field
is blank, the import routine will apply the
employee’s default.

A Allowance - For Allowances already allocated an
identifier. The identifier, which is the value in
ALLOW_CODE, must already exist in Exo Payroll.
Allowances require units, wage type, and
optionally Cost Centres to be entered, and will
ignore all subsequent fields except RATE. When
importing Allowances, the wage type cannot be
blank. If you are performing an import for
Allowances, and are not requiring a wage type, set
all values to “1”. Optionally, you can enter a wage
rate. If you require this, the RATE field must be
populated, but UNITS2 and WAGECODE must be

blank.

S Sick Leave - This is the total hours or days paid to
this employee in this import period.

O Annual Leave - This is the sum of all hours or days
paid as standard holidays for one employee in this
import.

D Days/Hours Paid - Only one type D transaction per

employee is allowed.

E Deduction - This is for Deductions already
allocated an identifier. The identifier, which is the
value in ALLOW_CODE, must already exist in Exo

Payroll.
L Time in Lieu
N Long Service Leave
R Rostered Days Off - This is the number of hours to

appear in the Hours to Reduce field on the RDO
section of the Leave Management window.
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U Unpaid Leave
UNITS -9999.99 t0 99999.99  The number of units for a transaction.
WAGE_TYPE 1to 9 (TXT) The code number of the Pay Rate Multiplier to use.
110 999,999 (CSV &
DBF)

ALLOW_CODE 1t0 999 Unique identifier for an Allowance or Deduction.
Must be left blank if the TYPE is not A or E. For
these types, it must specify an existing code
(cannot be used to create a new one).

COSTCENTRE Unique identifier for the Cost Centre that the
transaction is to be charged to. Only one Cost
Centre can be assigned to a transaction; to apply
multiple Cost Centres, use multiple transactions. If
no Cost Centre is specified, the employee’s default
will be applied.

UNITS2 -9999.99 t0 99999.99  The number of units to reduce this entitlement
type by. For time in Lieu (type L), this is the number
of hours worked.

WAGECODE 1t0 9 Unique identifier of the Hourly Rate to use. If
multiple Hourly Rates are not used, set this to 1.

RATE -9999.99 t0 99999.99  The allowance rate for type A transactions, the
amount to override a wage line payment for type
H (if multiple hours rates are turned off), or the
number of days to reduce entitlement for type S.

DESCRIPT Text, up to 60 A description for Allowances and wage lines.

characters

DAYSTAKEN Text, formatted A list of dates that the employee accrued or

dd/mm/yyyy extended leave on. In DBF files, dates are
separated by a carriage return; in CSV files, dates
are separated by the | (pipe) character.

SICK_NOMED  -99.99 to 999.99 Number of days Sick Leave taken by the

employee, for which the payroll clerk sighted no
medical certificate.
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Other Considerations for Importing

e Transaction units (excluding wages and allowances) must be summed where there is a
common transaction type.

e Adiscrepancy report is available showing any invalid transactions. This must be printed
directly after the import.

e Carer's Leave cannot be imported as part of this file.

e Inthe CSV format there is a maximum of 25 dates of the format dd/mm/yyyy or 30 of the
format dd/mm/yy per line. This is a limitation of the format itself. If more dates are
required, the DBF format will need to be used.

Single Touch Payroll

Single Touch Payroll (STP) is an ATO requirement for reporting payroll data, which allows you to
report to the ATO directly from your payroll software at the same time as you pay your
employees. STP is required from 1 July 2018 for employers with 20 or more employees, and from 1
July 2019 for employers with 19 or fewer employees. Exo Payroll supports STP reporting, once the
system has been set up to use it.

See the Single Touch Payroll section on the ATO website for more information.

Setting up Exo Payroll for STP

Before pay data can be submitted with STP, Exo Payroll must be set up with the necessary details
to communicate with the STP service and submit pay data. Setup is performed on the Single
Touch Payroll Setup section of the Setup Payroll window (see page 48). This section has four sub-
sections:

e General - This is where you enable Single Touch Payroll and choose whether to submit
pay data automatically after updating pay, or manually.

e Payer - This section contains details of your company, which must be included in the
information sent to the ATO.

e Intermediary - This section is optional. If your organisation uses an intermediary, e.g. a tax
agency who files on your behalf, you can enter their details here. If you do not use an
intermediary, there is no need to complete this section.

e Software Identifier - This section lets you retrieve a Software ID using an online service.
This ID is required when authorising MYOB to submit your pay run data to the ATO (see
below).

Authorising MYOB with the ATO

As well as configuring the STP settings in Exo Payroll, you must also authorise MYOB to submit tax
documents on behalf of your company via the STP service. On the Single Touch Payroll Setup >
Software Identifier section of the Setup Payroll window (see page 51), click the Get Software
Identifier button below to display your unique Software ID, which you will then need to supply to
the ATO.
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There are two ways you can register the Software ID with the ATO:

e By phone - call the ATO on 1300 852 232.

e Online:

1.

2
3.
4

5.

Log in to the ATO’s Access Manager website (https://am.ato.gov.au/) and click My

hosted SBR software services in the left-hand menu.
Click Notify the ATO of your hosted service.
Click the ABN link for MYOB AUSTRALIA PTY LTD.

Paste or type your Software ID into the Add Software IDs field and click Next.

Click Save.

Submitting Pay Data via STP

If the Auto submit STP pay event data to ATO after every pay update option on the Single Touch
Payroll Setup > General section of the Setup Payroll window (see page 49) is ticked, data will be

submitted automatically after the pay is updated (see page 160).

If the Auto submit STP pay event data to ATO after every pay update option is not ticked, you can

submit via STP on the Single Touch Payroll Submissions window (see page 162).

In both cases, you must accept a declaration message before submitting the data:

Enter the name of the person responsible for submitting via Single Touch Payroll, tick the

=
#= Single Touch Payroll - Send to ATO

‘fou are about to record these pays
and lpdge a Single Touch Payroll update te the ATO

Don't worry. we know mistakes happen. If you make a mistake, just follow your usual process of creating another
pay with any changes you need o make, and lodging the new pay run, The ATO will update your information to

the new pay run.

[ dedare the information transmitted in this payroll repart is true and correct and 1 am authorisad to
make this dedaration.

Deckared by: |admin

[T Tick this box to sign the dadaration with the authorisad signatory name and to authorise lodgement
wiith your approved sending service provider's AUSkey

declaration check box, then click Send to ATO to submit the data.
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Data Verification

Before STP data is submitted to the ATO, the data is checked and an error message appears if any
validation errors are detected. The details of all errors are saved to a text file, which can be
opened from the error message window. The most common errors involve missing information in
one or more records in the data, or missing information in the STP setup (see page 276).

NOTE: You can run this validation at any time by selecting Single Touch Payroll > Validation

Check from the Pay menu.

Once all errors have been corrected you can return to the Single Touch Payroll window and
submit the data.

Checking Submission Status

The Single Touch Payroll Submissions window displays the status of all STP submissions. Once a
submission has been sent to the ATO, its status changed to “Pending” - click the Refresh Status
button on the Single Touch Payroll Submissions window to update the statuses of all pending
submissions.

Re-submitting Data

Once data for a pay has been submitted to the ATO, you can re-submit it if you need to make any
corrections. The Send to ATO button changes to Resend to ATO - click this button to submit the
data again. Any changes in the data will overwrite the data that was sent previously.

You can also re-submit data if the submission was rejected due to errors in the data. Once the
errors have been corrected, click Resend to ATO to submit the corrections. This has different
effects depending on the original submission’s status:

e If the status was “Not Accepted”, this means that there were problems that affected the
submission as a whole (usually problems with the company information included in the
submission). Clicking Resend to ATO sends the entire submission again. The submission’s
status changes back to “Pending”.

e If the status was “Partly Accepted”, this means that the submission as a whole was
accepted, but one or more of the employee records included in the submission were
rejected. Clicking Resend to ATO creates a new submission containing only those records
that were rejected in the original submission. The original submission’s status stays at
“Partly Accepted”, and a note is added to its Notes column identifying the new submission
that corrects it. The new submission’s STP Type column displays “Update” and its Is
Correction? column contains “Yes”.
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Year-End Finalisation

At the end of each financial year, you must send a finalisation declaration for each employee. This
supplies year-end totals of the STP data for each employee, and indicates that you have provided
all of their information for the financial year through STP reporting. To send a finalisation
declaration for some or all employees, select Single Touch Payroll > Finalisation from the Pay
menu. This opens the Single Touch Payroll - Finalisation window:

K- Single Touch Payrell - Finalisatian [-&2
— Financial Year ~ St Ouder
[curem -] [WD7zENEA0/ME2019 SaitBy: | Code R
— STP Motes
Hales: | |
[ Salect Al

Ceeupation Muriber of Pays| |
= 1 |‘1'-."nﬂ-l ce, Edward James WALLACE |p'4.c counts Clerk ||:urref|t 120a2001 Standard Emgioyee 7
= 2| Andrews, Thoemas Hardey ANDREWS Apceunts Clerk Curreni DEIIE2008 ir Slarddard Employee 7
] F 3 Howghtan, Jannet  Faye HOUGHTON  Recoptionst Current TWOERD1E ir Standard Employce &
I 4|Smih, Sardra Oive SMITH Azecunt Manager Currenil 04201 i Slarudard Emplayae 7
] ~ 5 Keatng, Kard Adrian KEATHG Agcount Mannger Current D2MER20TE ir Standard Emplayen i
= &|Russel, Geerge Thoras RUSSEL Slorermean Curreril 20207 i Slardard Emplayae 7
—.| ™3 7|Robinzan, Henry Koruso ROBMSOM  Storcman Current ZAMERD i Stondard Employcc: 7
1 = B Hilary, Malthew Wartia HILLARY Supporl Technicisn Curresl 21102012 r Slarard Employae 7
—J [+ 4| Jackson, Wilinm Duncan JACKSOM Suppart Technician Current IV0ERE ir Standard Employec 7
[+ 20| Tate, Bernard Cedsic TATE Ofhice Manager Curresl 172006 i Standard Employee 7
—l| [ 21| Gies, Harrson Relf GLES ‘Warehouse Manager | Current 1N0E2D6 ir Standard Employec: 7
[+ 22| Watson, Judy Way WATSON Support Manager Current 2TAZ014 " Standard Employee 7

|

- Send 10 ATO | [= Evil:E;cI

This window lists all employees with pays in the selected financial year, including employees who
were terminated during the year. Use the check boxes to select the employees who you want to
send finalisation declarations for (or click Select All), optionally enter a note into the STP Notes
field, then click Send to ATO.

NOTE: You can create new finalisation declarations for the “Current” and “Previous” financial
years only - for the years “Current minus 2" to “Current minus 5”, you can only update

existing declarations. This means that if one of these earlier years does not already have a
finalisation declaration, you cannot select it.

As with STP submissions for individual pay runs, you can also update finalisation declarations for
one or more employees if you need to correct the data - just open the Single Touch Payroll -
Finalisation window again after correcting the data and use it to send finalisation declarations for
the affected employee(s). A finalisation with a higher STP Number (as seen on the Single Touch
Payroll Submissions window) will supersede earlier finalisations for the same period, provided that
you have selected your employees carefully.
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STP Data Update

Normally, employees’ Single Touch Payroll data is updated during the pay run, when STP data for
a pay is sent to the ATO. In some cases, it may be necessary to update employees’ STP data
outside of a pay run. To update STP data for some or all employees, select Single Touch Payroll >
Update from the Pay menu. This opens the Single Touch Payroll - Update window:

v+- Single Tauch Payrell - Update =
— Frnancial Year - — Upadale Date - — Emplopment Status - - Sl Order -
Finsncial Yesr |m;n;-r2ma-m;m.f2me Update Date: [1605/2018 Emplopment s;m;m o B | Code = | I Diescarding
STP Nates - o i
Hetes |
[ Seleci Al
Empioyee Hame: Employment Sinbus| Star Dale End Date Mumber of Pays J
1|Walsce, Edward James Agcounts Clerk 12082001 il Standard Employeé T
r 2| Andrews, Thomas Hariey ANDREWS Accounts Clerk Current ZRMGR006 r Slardard Emplayee 7
—| B 3|Howghton, Jannet Faye HOUGHTON | Recepbonist Current TVIE2016 ir Standard Employee 5
0l r 4| Smih, Sandr Qive SMITH Agcount Manager Current R0 o Standard Employee 7
—| B 5| Keating, Kard Adrian KEATHG Account Manager Curresi O2NE2016 ir Standard Emplayae I
1l r & Russel, George Thomas RUSSEL Siorcman Current SERAOCTT ir Slandard Employec i
:| r 7 Robnzon, Henry Karuso ROBRS0M SAorerman Curresi ZIME2013 ir Slandard Employee 7
r' 4 Hilary, Molthew Waortin HELLARY Suppart Technician Current 210202 ir Standard Employee i
j r B Jackson, Villiam Duncan JACKSON Support Technician | Current OS2 16 i Slandard Employee 7
r' 20| Tase, Bernard Codng TATE Ofice Manager Current VTN 2004 ir Standard Employse i
] r 21 Giles, Harrizon Rell GLES ‘Warehowse Manager | Currel TE2016 ir Slardard Employee i
0 r 23 Watson, Judy Way WATSON Suppart Manager Current T4 ir Standard Emplayee 7
=]

. SendtoATO | E Eu:.EscI

To update data, use the filters and check boxes to select the employees who you want to send
STP updates for (or click Select All), optionally enter a note into the STP Notes field, then click
Send to ATO.
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Transitioning to a New Payroll System During a Financial Year

If, after enabling Single Touch Payroll in Exo Payroll, your company is moving to another payroll
system during the financial year, you must zero the STP year-to-date totals for all employees in
Exo Payroll, to ensure that the same data is not submitted twice. To reset employees’ year-to-date
totals to zero, select Single Touch Payroll > Zero Year to Date from the Pay menu. This opens the
following window:

< Single Touch Payrell - Transition to new payroll systern during financial year 5

This screen i used to zero employees year-to-date values when a business transitions to a new payroll system during a finandal year.
Please ensure you have read the topic *Transitioning to a new payrall system during a financial year® before proceading. (1)

Financial Year ! Sort Order
Financial 'fear. | 01/07/2017-20/06/2018 Sait By |E:u=cn= _=| I Descending
Employee Name Alpha Code  |Occupation
1|¥alace, Edward James WALLACE Accounts Clark Current |2ﬁ-\-}&rznnn ! Standard Employee
2 Andrews, Thomas Harley ANDREYWS | Accounts Clerik Current 09/08:2005 I Standard Employee
Il 3 Houghton, Jannet Faye HOUGHTON  Receptionist Current 05082015 i Stardard Employee
Il 4 Smith, Sandra Olve SMITH Account Manager Current 0aM4r2010 i Standard Employes
] 5 Keating, Karl Adrian KEATING Account Manager Currént ATNTI2015 i Standard Employee
] & Russel, George Thomas RUSSEL Storeman Current 0902016 I Standard Employee
] 7 Robinson, Henry Karuse ROBMSON Storeman Current D&M082012 I Standard Employes
i g Hillary, Matthew Wartin HILL&RY Support Technician Current 052011 I Standard Employee
Il 9 Jackson, Wiliam Duncan JACHSOMN Support Technician Current 1400872015 I Standard Employee
] 20 Tate, Bernard Cedric TATE Office Manager Current J1M22004 il Standard Employes
] 21 Giles, Harrison Reif GILES Warehouse Manager  Current 03082015 I Standard Employee
] 22 Watson, Judy May WATSON Support Manager Current 100052013 i Standard Employee

Sendta ATD | EE::!::ESV:‘

Click Send to ATO to update the STP data for all employees, setting all year-to-date values to zero.
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