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Introduction  
This   document   will   assist   you   in   developing   an   understanding   of   the   processes   involved   in   the  
administra�on   of   your   payroll.  

Please   note   that   the   term   employee   is   used   throughout   this   document   but   the   payroll   module   also  
caters   for   entries   for   contractors   who   may   not   be   actual   employees   of   the   company.   Where   there   are  
differences   in   their   treatment   this   will   be   noted   at   the   start   of   the   sec�on.   

Objectives   of   this   Reference   Guide  
To   provide:  

Procedures   regarding   set   up   and   maintenance   of   employee   informa�on  
Advice   on   how   to   set   up   and   maintain   company   payroll   informa�on  
Descrip�on   of   the   Electronic   Timesheets   processes  
Overview   of   the   regular   Payroll   Process  
Access   to   View   and   Print   a   wide   variety   of   reports  

Document   conventions  
The   following   table   contains   the   naming   conven�ons,   typographical   conven�ons   and   symbols   used   in  
this   document.  
example.dat  Filenames   are   displayed   in   courier   font   to   identify   the   filename   from   the  

body   of   the   text.  

[Enter]  Square   brackets   and   bold   typeface   are   used   to   indicate   a   specific   key   to  
press   on   the   keyboard.  

Type   in   ‘XYZ’   into   the  
Name   field.  

Field   names   are   highlighted   by   the   use   of   bold   text.  

Select   the    File    menu  All   buttons,   field   icons,   menus   and   checkboxes   are   displayed   in   italics.  

Type   in   ‘ABC’   in   the   XYZ  
field  

Single   quotes   are   used   to   identify   information   in   the   instructions   that   is  
to   be   entered   by   the   user.   

Value   between   ‘1’   and   ‘99’.  Single   quotes   are   used   to   identify   possible   field   values.  

One   to   nine,   10   to   1,000.  All   numbers   below   ten   are   written   as   text   unless   a   value   to   be   entered.  
Numbers   10   or   greater   are   written   as   numerals   unless   starting   a  
sentence.   Numeric   field   values   are   displayed   in   single   quotes.  

File>Save  
As>Filename>OK  

Command   paths   are   displayed   using   italic   typeface   and   forward  
chevrons   (>).  

The    Register   Invoices  
screen   displays.  

Bolded   Italic   typeface   is   used   to   refer   to   all   screens,   modules   and  
windows.   The   first   appearance   of   a   screen   is   referred   to   in   the   present  
tense   and   the   sentence   finished   with   the   word   ‘displays’.   

(field)   ►   Signifies   that   a   pop-up   window   is   associated   with   a   field.  

► (action)  Signifies   an   action   undertaken   in   a   screen    Sidebar    menu   or   a   menu  
selection.  

Document   conven�ons   table  

Terms   and   definitions  
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The   following   table   contains   the   terms   and   defini�ons   used   in   this   document.  

When   aler�ng   your   reader   to   a   point   or   issue,   apply   the    Note    style   and   type   in   Note:   and   bold   it.   

Term  Definition  

Employee  An   employee   is   a   person   employed   by   the   company   and   for   whom   tax   is   deducted  
and   a   PAYG   Payment   Summary   (Group   Cer�ficate)   is   produced.  

In   many   cases   in   this   manual   the   person   men�oned   is   presumed   to   be   an   employee  
unless   stated   otherwise.  

Contractor  A   contractor   is   a   person   not   directly   employed   by   the   company   but   who   may   enter  
�mesheets   either   to   be   paid,   to   cost   their   �me   to   or   both.   Contractors   pay   their  
own   tax   and   no   PAYG   Payment   Summary   (Group   Cer�ficate)   is   produced   for   them.  
Contractors   �me   may   a�ract   oncosts.   Contractors   pay   their   own   superannua�on  
and   no   superannua�on   records   are   kept   for   Contractors.   

In   many   cases   in   this   manual   the   person   called   a   Contractor   may   be   either   a  
Contractor   or   a   Nonbonafide   Contractor   .   The   terms   are   presumed   to   be   the   same  
unless   stated   otherwise.  

Non-bonafide  
Contractor  

A   Non-bonafide   contractor   is   a   person   not   directly   employed   by   the   company   but  
who   may   be   deemed   to   be   similar   to   an   employee.   A   Non-bonafide   Contractor   may  
enter   �mesheets   either   to   be   paid,   to   cost   their   �me   to   or   both.   Non-bonafide  
contractors   pay   their   own   tax   and   no   PAYG   Payment   Summary   (Group   Cer�ficate)   is  
produced   for   them.   Non-bonafide   contractors   �me   may   a�ract   oncosts.  
Non-bonafide   contractors   may   a�ract   company   paid   superannua�on   so  
superannua�on   records   are   kept   for   Non-bonafide   contractors   if   they   are   set   up   to   .   

Terms   and   Defini�ons   table  
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Navigating   through   Jobpac  
Key/Button/action  Purpose  

 Page   scrolls   are   available   on   the   right   hand   side   of   fields   and   screen   tables.  

[F12]  Press   to   return   to   a   previous   screen.   This   Key   performs   the   same   function   as  
the   Previous   button.   

[F3]  Press   to   exit.   This   key   performs   the   same   function   as   the   Fast   Exit   button.  
[F4]  Press   to   receive   a   prompt.  
[F5]  Select   refresh   your   Jobpac   screen.  
►  This   denotes   a   field   option  
►  This   denotes   a   menu   option.  

Fast   Exit  Click   to   exit   to   Main   Menu.  
Modify  Use   this   option   to   make   the   screen   active   and   enable   you   to   change   data.  

OK  Default   [Enter]   key.   Use   this   key   to   save   information   you   have   inputted.  
Previous  Click   on   this   button   to   return   to   a   previous   screen.  
Sign   Off  Logs   the   user   out   of   the   application.  
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Employee   Information  
This   sec�on   of   Jobpac   allows   you   to   add   or   modify   employee   informa�on.   

Employee   Maintenance  
To   add,   update   or   view   employee   informa�on   such   as   Pay,   Personal,   Leave   and   Qualifica�on   details  
select: >Time>Employee   Informa�on>Employee   Maintenance  

Note: To   record   updated   informa�on   such   as   Workers   Compensa�on,   Salary   or   other   Event   informa�on  
this   may   be   included   under   op�on   6   “Personnel   Informa�on”.  

Add,   Update   or   View   Employee   Information  

You   will   first   be   asked   for   the   Payroll   Financial   Year.    Leave   this   field   blank   if   you   want   to   work   in   the  
current   year.  

Next   you   need   to   specify   the   employee   number.    Enter   a   new   or   exis�ng   employee   number   then   click  
OK.   

If   an   employee   is   recommencing   employment   you   can   copy   details   from   the   previous   employment  
details.   Enter   the   year   they   last   worked   and   lookup   the   employee   from   that   year.  

You   must   have   the   new   employee   number   entered   in   the   Employee   field   before   you   can   do   this.  

All   the   details   from   the   previous   employment   will   be   copied   and   can   then   be   updated.  

 

Employee   Number   Entry  

 

Scan   fields   are   available   to   search   for   exis�ng   employee   numbers.    Click   on   the   arrow   to   the   right   of   the  
field   to   return   a   list   of   Employees   within   the   WorkId:  
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Scan   Employees   Screen  

Select   the   relevant   employee   and   Double   click   to   return   Employee   details.  

The   first   of   several   screens   of   employee   informa�on   appears.   

 
Employee   Maintenance   –   Pay   Details  
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Field  Definition  

Surname,  
Given,   Ini�als 

  

Enter   the   name   of   the   employee.   The   ini�als   correspond   to   the   first   and   middle  
name   and   are   used   in   most   of   the   reports.  

Status  Select   one   of   the   listed   employment   contract   types:   

S   -   Salaried .   Paid   through   the   payroll   as   for   employees.    They   a�ract   all   on-costs   and  
superannua�on.   Time   sheet   entries   for   normal   �me   are   subtracted   from   the  
standard   period   hours   entered   for   the   employee   so   that   they   are   paid   their  
standard   hours   each   month.  

P   -   Permanent .    Paid   through   the   payroll   as   for   employees.    They   a�ract   all   on   costs  
and   superannua�on.    Time   sheet   entries   are   required   for   these   employees.  

T   -   Temporary .    Paid   through   the   employee   as   employees.    They   a�ract   on   costs   and  
superannua�on.    Time   sheet   entries   are   required   to   these   employees.    They   do   not  
normally   a�ract   leave   en�tlements.  

C   -   Contract.   (Bonafide   Contractors)    Normally   paid   outside   the   Payroll   module,  
some�mes   through   the   Accounts   Payable   module;   they   do   not   a�ract  
superannua�on;   they   pay   their   own   superannua�on;   their   �mesheet   entries   may  
have   on-costs   a�ached   to   them;   they   are   not   paid   for   leave.  

N   –   Non-bonafide   Contractor .   Normally   paid   outside   the   Payroll   module,  
some�mes   through   the   Accounts   Payable   module   but   are   similar   to   an   employee;  
they   a�ract   company   superannua�on   contribu�ons;   their   �mesheet   entries   may  
have   on-costs   a�ached   to   them;   they   are   not   paid   for   leave.  

V   –   Voluntary   Agreement .   An   employee   covered   by   a   Voluntary   Agreement   as  
opposed   to   an   award.   The   treatment   in   payroll   is   equivalent   to   P   Permanent.  

0   -   Terminated .   This   status   is   assigned   to   the   employee   by   the   last   payroll   process  
run   to   terminate   this   employee.   

Note:-   If   you   change   the   status   from   0   –   Terminated   to   another   status,   say   P   or   S,  
the   program   will   not    re-instate   the   employee;   the   program   will   change   the   status  
so   that   late   correc�ons   can   be   made   to   the   employee’s   record.   To   re-employ  
someone   you   create   a   new   employee   record   with   a   different   employee   code   and  
they   will   receive   two   PAYG   forms.   

If   Contractor,  
Enter   Creditor  
Code   to   Create  
AP   RCTI:  

If   the   person   has   been   flagged   as   a   C   Contractor   or   an   N   Nonbonafide   contractor  
then   they   can   be   paid   through   the   Creditors   system   and   have   GST   deducted   from  
their   payments.   Lookup   or   enter   the   creditors   reference   number   in   this   field.  

Pay   Period  Select   how   o�en   the   employee   will   be   paid.  

RDO   Code  This   Code   determines   the   RDO   Cycle   to   be   used   from   those   defined   in   Payroll  
Parameters.   Blank   means   that   the   Employee   is   not   subject   to   RDO.  
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RDO   Credit  RDO   Credits   are   not   being   used   at   the   moment.  

Superannua�o 
n  

Check   this   box   if   the   employee   is   to   be   part   of   a   employer   paid   superannua�on  
scheme   and   enter   the   pay   percentage   to   be   set   aside   for   this   if   this   is   different   to  
the   one   set   up   for   your   company.  

Industry   Super  Enter   the   codes   of   the   Industry   Superannua�on   Scheme   to   which   the   employee   is  
affiliated.   These   are   codes   that   you   have   defined   in   the   Payroll   Parameters.   Blank  
means   that   the   employee   is   not   en�tled   to   any   Industry   Superannua�on.  

Industry   Rates  Enter   the   rates   if   the   rates   are   different   to   the   default   values   specified   for   the  
Industry   Superannua�on   schemes.  

Eligible   for  
Leave   Loading  

Check   this   box   if   the   employee   is   eligible   for   leave   loading   and   enter   the   pay  
percentage   for   this   if   this   is   different   to   the   one   set   up   for   your   company.  

Payment  
Method  

Select   one   of   the   methods   the   employee   is   to   be   paid   (Bank   Deposit,   Cash   or  
Cheque).  

Bank,   Branch,  
Account  

If   the   employee   is   to   be   paid   by   Bank   Deposit,   enter   the   Bank   name,   the   Branch  
name   and   the   Bank   account   number   into   which   the   Employee's   pay   will   be  
deposited.    If   you   specify   in   Payroll   Parameters   that   electronic   or   diske�e   transfer  
will   be   used   then   this   account   number   should   be   maximum   9   characters   long.  

Include   Next  
Pay   Run  

Check   this   box   if   the   employee   is   to   be   included   in   the   next   pay   run.   
Uncheck   this   box   if   the   employee   is   away   for   a   period   not   requiring   wages   to   be  
paid,   eg:   Long   Service   Leave  

Standard  
Period   Hours  

Enter   the   number   of   hours   the   employee   works   in   a   normal   period,   eg:   weekly   -   38  
or   40.   This   is   used   both   to   calculate   tax   correctly   if   a   person   takes   several   weeks  
leave   and   to   confirm   that   �mesheets   are   complete   in   Electronic   Timesheet   entry.  

Pay   Rate  Enter   the   Pay   Rate   per   hour   for   the   employee.   This   field   is   used   for   employees  
whose   rate   is   unique.   If   the   employee   belongs   to   a   category   of   employment   it   is  
be�er   to   use   Pay   Rate   Codes   instead.  

Salary   Hours  
Next   Pay  

The   number   of   hours   to   be   automa�cally   paid   to   this   Employee   (Salary   Employee  
only).   This   will   be   set   to   zero   at   the   next   pay   run   for   the   employee.  

Last   Pay   Date  The   date   of   last   pay   run   the   employee   was   paid.   This   field   is   updated   by   the   payroll  
process.  

Monthly   Salary  If   you   have   nego�ated   a   monthly   salary   instead   of   an   annual   salary   with   the  
employee   then   specify   the   monthly   salary   amount.   

Annual   Salary  If   you   have   nego�ated   an   annual   salary   with   the   employee   then   specify   the   annual  
salary   amount.   

Pay   Rate   Code  The   pay   rate   codes   for   the   employee.   If   you   do   not   enter   the   pay   rate   codes   for  
Time   &   Half,   etc,   the   Timesheet   entry   program   will   calculate   those   rates   from   the  
normal   �me   rate   value.     However,   if   you   enter   a   Time   &   Half   rate,   (perhaps,   the  
over�me   rate   is   worked   out   on   different   rates   to   the   Normal   Time   rate),   and   do   not  
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enter   the   codes   for   Double   �me,   etc,   the   Timesheet   entry   program   will   calculate  
those   rates   from   the   Time   &   Half   rate   value.    These   codes   are   defined   in   Pay   Rate  
Maintenance.  

Tax   Scale  Enter   the   tax   scale   applicable   to   the   employee:  

Y   –   Tax   Free   Threshold   claimed   and   leave   loading   applicable.   (Tax   Scale   2)  

N   –   Tax   Free   Threshold   not   claimed.   (Tax   Scale   1)  

3   –   Foreign   Resident.  

5   –   Exempt   from   Medicare   Levy.  

7   –   Tax   Free   Threshold   claimed   and   not   eligible   for   leave   loading.  

 

 

 

 

 

 

 

Note   –   New   Zealand   uses   tax   codes.  

If   parameter   PAYROL   posi�on   29   is   Z,   then   op�ons   are  
M NZ   Tax   Code   M   or   M   SL  
E NZ   Tax   Code   ME   or   ME   SL  
B NZ   Tax   Code   SB   or   SB   SL  
S NZ   Tax   Code   S   or   S   SL  
H NZ   Tax   Code   SH   or   SH   SL  
T NZ   Tax   Code   ST   or   ST   SL  
X NZ   Tax   Code    STC  
W NZ   Tax   Code   WT  

   N NZ   Tax   Code   ND  

Tax   File  
Number  

Check   this   box   if   the   employee   has   submi�ed   their   Tax   File   Number.    If   "NO"   the  
system   will   deduct   the   top   rate   of   tax.   If   “YES”   then   enter   the   number.  

Rebates:  

 

Dependant:   Enter   the   amount   of   annual   dependant   rebate   claimable   by   the  
employee.  

Zone:   Enter   the   amount   of   annual   zone   rebate   claimable   by   the   employee.  

Home   Loan:   Enter   the   amount   of   annual   home   loan   rebate   claimable   by   the  
employee.  
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HECS   Debt  Check   this   box   if   the   employee   has   a   HECS   debt.   If   so   then   addi�onal   tax   is  
calculated   for   the   employee   based   on   the   schedule   provided   by   the   ATO.  

This   is   now   called   HELP   –   Higher   Educa�on   Loan   Program.  

There   is   also   a   SFSS   –   Student   Financial   Supplement   Scheme   which   is   treated   in   the  
same   manner.  

Tax   Calculated  Check   this   box   to   enable   or   disable   the   PAYE   tax   calcula�on   for   the   employee.   A  
person   will   generally   produce   a   le�er   from   the   ATO   sta�ng   the   tax   to   be   deducted  
instead   of   the   standard   rate.  

Security   Code  This   is   used   to   control   the   display   of   employee   informa�on   in   various   enquiry  
screens,   labour   cost   screens   in   the   job   enquiry   program   for    example.   If   set   up,   only  
users   with   access   to   the   security   code   used   will   be   able   to   view   details   for   the  
employee.   

When   you   have   entered   in   these   details,   click    OK    to   move   to   the   Employee   Maintenance   personal   details  
sec�on.   

 

Employee   Maintenance,   Personal   Details   

Field  Explanation  

Title  Enter   the   employee’s   Title,   eg:   Mr/Mrs/Ms.  
Address  Enter   the   current   address   of   the   employee.   The   small   field   is   for   the  

postcode.  
Sex  Select   the   employee’s   gender.  
Phone  Enter   the   employee’s   home   phone   number.  
Fax  Enter   the   employee’s   fax   number.  
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Pay   Point  The   number   you   enter   here   will   be   printed   at   the   top   of   the   pay   slip.   When  
the   pay   slips   are   printed   they   will   be   sorted   in   order   of   this   number.   This   is   so  
you   can   so   you   can   easily   bundle   the   ones   with   the   same   number   up   to   send  
out   to   the   employee’s   point   of   pay.   This   code   is   maintained   via   Setup   codes  
Menu   (Op�on   12   in   the   Company   Menu)   

Marital   Status  Enter   the   employee’s   marital   status,   for   example:-  
D   -   Divorced  
F   -   deFacto  
M   -   Married  
O   –   Other  
S   –   Single   (never   married   in   ABS   terms)  
W   -   Widowed  
It   may   remain   blank  

Date   of  
Commencement  

Enter   the   date   the   employee   commenced   employment   with   your   company.  

Date   -   Permanent  Enter   the   date   the   employee   became   permanent   with   your   company.  
Date   of   Birth  Enter   the   employee’s   date   of   birth.  
Termina�on   Date  Enter   the   date   the   employee   was   terminated.   This   date   is   updated   by   the  

payroll   process   when   a   termina�on   run   is   done   for   this   employee.  
Department  Enter   the   department   code   the   employee   is   costed   against.   This   code   is  

maintained   via   Setup   codes   Menu   (Op�on   12   in   the   Company   Menu)  
Division  Enter   the   division   code   the   employee   is   costed   against.   This   code   is  

maintained   via   Setup   codes   Menu   (Op�on   12   in   the   Company   Menu)  
Loca�on  Enter   the   loca�on   code   the   employee   is   costed   against.   This   code   is  

maintained   via   Setup   codes   Menu   (Op�on   12   in   the   Company   Menu)  
Trans   Group  Specify   the   transac�on   group   to   be   used   when   this   employee   is   processed.  

This   code   is   maintained   via   Setup   codes   Menu   (Op�on   12   in   the   Company  
Menu),  
This   is   used   to   set   up   more   than   one   transac�on   code   with   the   same   key.   For  
example   NT   (normal   �me)   transac�on   group   1   for   one   set   of   employees   and  
NT   (normal   �me)   with   transac�on   group   2   for   a   different   set   of   employees  
who   have   different   oncost   rates.  
 
Note,   it   an   employee   is   assigned   to   a   transac�on   group   but   there   is   no  
matching   transac�on   code   with   this   transac�on   group   then   the   transac�on  
code   with   a   blank   transac�on   group   is   selected.  

  
Work   Type  Enter   the   job   classifica�on   for   which   the   employee   was   employed.   This  

appears   in   various   enquiry   screens.   This   can   be   entered   in   free   form,   or   a  
table   of   work   Types   setup.   This   table   can   be   established   at   Op�on   11   of   the  
Company   Menu.  

Appren�ce  If   the   employee   is   an   appren�ce   enter   the   appren�ceship   year   they   are   in.   A  
zero   value   means   that   the   employee   is   not   appren�ce.   This   number   is  
maintained   via   Setup   codes   Menu   (Op�on   12   in   the   Company   Menu)  

Union   Name   &  
Number  

Enter   the   name   and   number   of   the   union,   to   which   the   employee   belongs.  

Superannua�on  
Number  

Enter   the   employee's   Superannua�on   number.   This   is   superseded   by   the  
sec�on   called   superannua�on   maintenance  
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Industry  
Superannua�on  
Number  

Enter   the   employee's   Industry   Superannua�on   numbers,   eg:   BUSS.   No.  
(seven   characters   only)  
 
Note   that   there   is   a   separate   superannua�on   fund   membership   number   table  
that   allows   for   more   than   one   fund   per   employee   and   allows   for   up   to   fi�een  
characters   in   the   membership   number   field.  

Long   Service   Leave  
Number  

If   your   company   controls   long   service   leave   accruals,   enter   the   number  
assigned   to   the   employee.  

Portable   LSL   Number  If   your   company   has   external   long   service   leave   authority,   enter   the   number  
assigned   to   the   employee.  

Contact  Enter   the   name   of   the   person   to   contact   if   necessary.  
Phone  Enter   the   phone   number   of   the   person   in   the   contact   field.  
Next   of   Kin  Enter   the   name   of   the   Next   of   Kin.  
Phone  Enter   the   phone   number   of   the   person   in   the   Next   of   Kin   field.  
User   1  The   descrip�on   of   this   field   is   determined   by   the   company.   Enter   the   data  

requested.   
User   2  The   descrip�on   of   this   field   is   determined   by   the   company.   Enter   the   data  

requested.   
eMail   Address  Enter   the   email   address   of   the   person.   This   email   address   is   also   maintained  

in   the   eContact   file   as   the   Employee   email   address,   so   it   may   not   be   the   same  
as   the   Jobpac   user   profile   email   address.   It   is   used   to   email   payslips   to   the  
employee.  

 

When   you   have   entered   in   these   details,   click    OK   

Sidebar   Op�ons  

Select    ► Modify   from   the   Sidebar    menu   to   update   the   employee   details:  

Select    ► Personal   Details    from   the   op�on   on   the    Sidebar    menu   to   move   to   the   sec�on   where   you   can  
define   and   enter   addi�onal   informa�on   for   the   employee.    Press   enter   or   click   OK   to   move   through   the  
following   screens:  
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Employee   Maintenance   –Access   and   Set   up   User   Defined   Fields  

Note: This   screen   allows   you   to   define   your   own   fields   for   all   employees   within   a   workid.   In   the   first   box  
you   create   the   heading.   Then   click   on   Modify   and   enter   the   date,   amount,   code   or   text   in   the  
second   box.   There   is   no   edi�ng   of   the   entries.   

 

Employee   Maintenance   –Access   and   Set   up   User   Defined   Fields  
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Note: This   screen   allows   you   to   define   your   own   fields   for   all   employees   within   a   workid.   In   the   first   box  
you   create   the   heading.   Then   click   on   Modify   and   enter   the   date,   amount,   code   or   text   in   the  
second   box.   There   is   no   edi�ng   of   the   entries.   

There   are   two   columns   of   fi�een   character   text   fields   and   one   column   of   dates.  

 

Maintain   Allowances   and   Deduc�ons   –   User   Defined   Fields  

Note: This   screen   allows   you   to   define   your   own   fields   Qualifica�ons   for   all   employees   within   a   workid.   In  
the   first   box   you   create   the   heading.   Then   click   on   Modify   and   enter   the   details   and   the   date   the  
qualifica�on   was   achieved.  

Employee   Notes  
Notes   can   be   maintained   about   an   employee.   Use   the   op�on   Notes   on   the   LHP.   This   displays   a   list   of  
previously   entered   notes   about   an   employee.  
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Addi�onal   notes   can   be   added   using   the    Add   Notes    op�on.  

Allowances/Deductions   
This   sec�on   allows   you   to   set   up   allowances   and   deduc�ons   for   employees.  

Select: >Time>Employee   Informa�on>Allowance/Deduc�ons  

Enter   an   exis�ng   employee   number   then   click    OK .    Scan   fields   are   available   to   search   for   exis�ng  
employee   Numbers.  

The   following   screen   is   then   displayed.  

 
Allowance   /   Deduc�on   Maintenance  

Allowances   can   be   copied   from   another   employee   by   selec�ng   the    Copy   From   Employee    op�on.   This  
displays:  

 

Find   the   employee   and   select   OK.   This   will   copy   all   allowances,   deduc�ons   ACC,   and   ERC.   Unwanted  
ones   can   be   deleted.  
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To   enter   a   new   allowance   or   deduc�on,   complete   the   following   fields   and   then   press   OK.  

Field  Description  

Transac�on   number  Enter   the   Payroll   Transac�on   Code.    (refer   to    >Company  
Informa�on>Transac�on   Defini�on ).    These   numbers   are   setup   in  
Transac�on   Defini�on.    Scan   fields   are   available   to   search   for   valid   codes.  
Once   selected,   the   descrip�on   and   type   -   (A)llowance   or   (D)educ�on   -   will  
be   displayed.   

Automa�c/  

Manual  

(A)utoma�c    -   Automa�cally   add   the   allowance   to   or   deduct   the   deduc�on  
from   the   Employee's   pay   for   each   period.  

(M)anual    -   The   allowance   or   deduc�on   must   be   manually   entered   into   the  
pay   for   the   Employee   via   Timesheet   Entry.  

Balance   Y/N  If   the   allowance   or   deduc�on   will   be   paid   against   a   balance   (total   amount  
either   added   or   deducted   from   the   Employee's   pay).  

Post   Jobs  This   flag   determines   if   automa�c   allowances   are   posted   to   jobs   based   on  
the   hours   allocated   to   the   jobs   during   the   period.  

N   =NO    pos�ng   is   done   against   jobs.   The   allowance   is   costed   to   the   general  
ledger   account   defined   for   the   transac�on.  

A=Appor�oned    –   The   total   allowance   is   paid   is   the   amount   defined   as   the  
rate   in   the   allowance/deduc�on   file.   The   allowance   (including   oncosts)   is  
costed   to   the   jobs.   The   cost   is   appor�oned   to   jobs   based   on   the   hours  
(Normal   and   over�me)   posted   to   the   job   cost   centres   entered   in   the  
�mesheet.  

H=Hours    –   The   total   allowance   paid   is   the   rate   defined   in  
allowance/deduc�on   file   mul�plied   by   the   number   of   hours   worked   on   the  
job.   The   allowance   (including   oncosts)   is   costed   to   the   jobs.   It   is   posted   to  
the   job   cost   centres   entered   in   the   �mesheet.  

Rate/Amount  The   rate   or   amount   for   manual    transac�ons   or   the   amount   for   automa�c  
transac�ons.   If   no   value   is   entered,   the   value   specified   at   Transac�on  
Defini�ons   will   be   assigned   as   default   value  

P/A  Percentage/   Amount   or   Super.   Enter   or   let   system   default   from   the   Payroll  
Transac�on   code.   

P=Percentage  

A=   Amount  

S=   Calculated   amount   for   ERC   transac�ons.  

Auto   Occur  Number   of   occurrences   for   this   automa�c   allowance   or   deduc�on  

This   Period   Occur  Number   of   occurrences   for   the   allowance   or   deduc�on   during   this   period.  
This   value   can   be   modified   through   �mesheet   entry  
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Balance   Owing  The   balance   amount   is   the   balance   or   total   amount   of   either   the   allowance  
paid   or   the   deduc�on   taken   from   the   Employee's   pay.    (Perhaps   an  
allowance   is   to   be   paid   several   �mes   a   year,   but   is   not   to   exceed   a   par�cular  
value   for   a   year).  

Job  Job   to   which   the   allowance   will   be   allocated.  

Cost   Centre  Cost   centre   and   cost   type   within   the   job   to   which   the   allowance   will   be  
allocated.  

GL   Account  GL   account   to   which   the   allowance   will   be   allocated.  

Prim.   Super   Trans  
Code  

The   Primary   Superannua�on   Transac�on   Code.   If   an   employee   has   more  
than   one   superannua�on   transac�on   defined   then   the   secondary  
superannua�on   codes   will   be   sa�sfied   and   the   primary   code   will   contain  
the   balance.   For   example   the   secondary   code   is   for   $25.00   per   week   and  
the   primary   code   is   9%   of   earnings.   

 

Occur   Factor   Entry  

Select    ► Occur   Factor   Entry    from   the   Sidebar     menu   to   access   a   streamlined   screen   to   update   the  
number   of   occurrences   for   the   employee’s   allowances   and   deduc�ons.  

 

Each   record   can   be   manually   updated,   then   press   OK   to   update.  

OR  

To   update   all   of   the   selected   fields   with   the   same   factor,   select   the   required   records   using   the   filters   at  
the   bo�om   of   the   screen   and   enter   the    Period   Occur   Factor    field   at   the   top   of   the   screen.  
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Select    ► Occur   Factor   Entry    from   the   Sidebar   menu   and   all   the   selected   records   will   be   bulk   updated  
with   the    Period   Occur   Factor .  

 

Superannuation   Fund   
This   sec�on   allows   you   to   maintain   superannua�on   fund   details   for   an   employee.   

Select:  >Time>Employee   Informa�on>Super   Fund   Membership   No  

Add,   alter,   or   delete   Superannuation   details.  

First   you   need   to   specify   the   employee   you   want   to   work   with.   

Enter   an   exis�ng   employee   then   click    OK .   Scan   fields   are   available   to   search   for   exis�ng   employee  
numbers.  

 

Payroll   Employee   Superannua�on   Fund   search   for   Fund   ID  

Field  Description  

Fund   ID  Enter   the   Superannua�on   Fund   ID   ( fund   ID     can   be   found   in   >Company  
Informa�on>Superannua�on   Funds   Maintenance)    and   is   used   to   iden�fy   the  
Superannua�on   Fund   (alphanumeric   field).  

Name  The   name   of   the   Superannua�on   Fund   appears   automa�cally.  
Membership   No.  Enter   the   employee’s   Superannua�on   Fund   Membership   Number.  
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Employee   Accruals   
This   menu   op�on   is   for   the   purpose   of   recording   Sick   Leave,   RDO,   Annual   Leave   en�tlements   as  
required,   and   is   used   as   the   access   point   to:  

Enquiry   Screen  
Maintenance   Op�ons   –   adjustment   to   the   accrued   en�tlement   as   in   the   case   of   an   error  
Used   extensively   in   update/incorpora�on   of   new   employee   data   into   the   System.  

Select: >Time>Employee   Informa�on>Employee   Accruals  

Maintain   accruals   for   employees  

First   you   need   to   specify   the   employee   number   you   want   to   work   with   or   Scan   for   an   exis�ng   employee  
number   and   right   click   on   the   selected   employee.   Then   click   OK.    Scan   fields   are   available   to   search   for  
exis�ng   employee   names.  

 

Employee   Accruals  

The   fields   on   this   screen   are   automa�cally   updated   by   the   payroll   process.   You   are,   however,   able   to  
adjust   or   enter   ini�al   values   in   the   boxed   fields.   
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Select    ► Modify    from   the   op�on   on   the    Sidebar    menu   to   enter   or   change   values.  

Field  Definition  

Code  The   leave   code   assigned   to   the   employee   is   displayed   in   the   Code   column.  

Hours   Offset  If   the   automa�c   leave   calcula�ons   are   not   giving   the   expected   number   of  
hours   these   fields   can   be   used   to   enter   an   offset   to   amend   the   calcula�on.  
The   value   entered   is   added   to   (or   deducted   from   if   there   is   a   nega�ve   field)  
the   number   of   hours   calculated   by   the   system.  

Prorated/  

Accrued  

Enter   the   number   of   hours   which   have   been   accrued   for   the   employee.   This  
field   is   recalculated   by   the   system   when   the   payroll   is   run.   Industry  
Superannua�on   Periods   are   no   longer   applicable.   

Hours   En�tled  Enter   for   each   type   of   leave   and   RDO   the   number   of   hours   the   employee   is  
en�tled   to   take.   These   fields   are   recalculated   by   the   system   when   the  
payroll   is   run.  

Hours   Taken  Enter   for   each   type   of   leave   the   number   of   hours   taken   by   the   employee.  
These   fields   are   recalculated   by   the   system   when   the   payroll   is   run.  

Current   Balance  

 

Current   Leave   Rate  

This   display   field   shows   you   the   balance   between   the   en�tlements   and   the  
hours   taken.  

This   applies   to   NZ   clients   only.   It   shows   the   rate   that   would   be   paid   to   the  
employee   if   they   took   leave   now.   It   only   displays   if   a   NZ   Company.  

 

Personnel   Information  
This   menu   op�on   provides   the   opportunity   to   record   “Event”   driven   informa�on,   such   as   Workers  
Compensa�on   Claims,   current   status   –   job   role   for   specific   employees,   salary   informa�on.  

Select: >Time>Employee   Informa�on>Personnel   Informa�on  

maintain   personal   records   for   an   employee  

First   you   need   to   specify   the   employee   name   you   want   to   work   with.   

Enter   an   exis�ng   employee   number   then   click   OK.    Scan   fields   are   available   to   search   for   exis�ng  
employee   numbers.  
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Personnel   History  

It   can   be   used   for   any   type   of   record   for   example,   training   records,   see   below.  

 

Maintain   Personnel   History  

Term  Definition  

Code  Enter   the   sec�on   or   grouping   code,   you   wish   to   group   records   under,   eg:   EDU   =  
Educa�on.   You   define   the   codes   yourself   according   to   your   needs.  

This   code   is   not   validated.  

Date  Enter   a   date   or   default   in   the   current   date   on   the   computer.  

TRN  The   system   controls   the   alloca�on   of   transac�on   numbers,   but,   you   can   insert  
records   by   entering   a   transac�on   number   that   has   not   been   already   allocated.   You  
can   enter   your   own   or   the   Jobpac   System   will   enter   next   available   number.   Enter   the  
number   of   transac�ons   rela�ng   to   a   specific   code   type.   

Descrip�on  Descrip�on   is   a   free   form   60   character   text   line.   

 

Terminate   Employee  
To   terminate   an   employee.   

Select: >Time>Employee   Informa�on>Terminate   Employee.  
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enter   Termination   Lump   Sum   values   for   employees  

First   you   need   to   specify   the   employee   number   you   want   to   work   with.   

Enter   an   exis�ng   employee   number   then   click   OK.    Scan   fields   are   available   to   search   for   exis�ng  
employee   numbers.  

 

Employee   Termina�on   Details  

Enter   Termination   values.   

Select    ► Modify    from   the   op�on   on   the    Sidebar    menu   to   enter   or   change   values.  

Term  Definition  

Terminate  
Employee   next  
pay   run  

Click   this   box   if   you   want   to   terminate   the   employee   in   the   next   pay   run.  

Termina�on  
Values  

Calculate   the   termina�on   values   manually   and   enter   them   in   the   fields   provided.  
They   will   be   included   in   the   Group   Cer�ficate.  

Once   the   values   are   completed,   press   OK   to   update.  

Select    ► Show   Accrual   Details.     This   op�on   will   take   you   to   the   accrual   details   screen   for   the   employee.  

Employee   Group   
This   menu   op�on   provides   PAYG   Summary   per   specific   employee.  
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Select:  >Time>Employee   Informa�on>Employee   Group  

change   the   Employee   Group   values   

You   will   first   be   asked   for   the   Payroll   Financial   Year.   

Leave   this   field   blank   if   you   want   to   work   in   the   current   year.   

Next   you   need   to   specify   the   employee   name.   

Enter   an   exis�ng   employee   name   then   click   OK.    Scan   fields   are   available   to   search   for   exis�ng   employee  
numbers.  

Employee   Group   Values  
This   screen   shows   all   the   values   that   will   be   printed   on   the   employee’s   PAYG   Summary.   

Select    ► Modify    from   the   op�on   on   the    Sidebar    menu   to   enter   or   change   any   of   the   Opening   Balance  
values.  

Note:    Implementa�ons   not   commencing   at   the   beginning   of   a   financial   year   require   all   opening   balances  
to   be   populated   for   all   exis�ng   and   terminated   employees.   
Opening   Balance   Values   will   be   added   to   the   system   generated   “This   Year”   values   to   generate   the  
totals   value.  

Employee   Bank   Accounts  
The   purpose   of   this   menu   op�on   is   to   maintain   “Addi�onal”   employee   Bank   Account   details.   For  
example,   an   employee   may   have   a   regular   deduc�on   from   their   pay   paid   to   a   building   society,   with   the  
remainder   of   their   pay   going   to   the   default   bank   account.  

Select >Time>Employee   Informa�on>Employee   Bank   Accounts  
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Add   or   Change   Additional   Bank   Account   details   for   an   employee  

First   you   need   to   specify   the   employee   name   you   want   to   work   with.   

Enter   an   exis�ng   employee   number   then   click   OK.    Scan   fields   are   available   to   search   for   exis�ng  
employee   numbers.   

 

Maintain   Employee   Bank   Account   Details  

Term  Definition  

Tran  Enter   the   transac�on   code.   This   will   be   a   transac�on   of   type   BDP   as    setup   in  
Company   Informa�on   -   Transac�on   Defini�ons.   

Bank  Enter   the   name   of   the   Bank   that   the   employee   has   an   account   at.  

Branch  Enter   the   Branch   of   the   bank   that   the   employee   has   an   account   at.  

BSB   number  The   Bank/State/Branch   number   of   the   account   eg:   999-999.   This   field   is   prompted  
only   if   you   have   specified   in   the   Payroll   Parameters   that   electronic   or   diske�e   transfer  
will   be   used.  

Title  The   �tle   of   the   bank   account   eg:   (Mr   M.   and   Mrs   B.   Jones).   This   field   is   promoted  
only   if   you   have   specified   in   the   payroll   parameters   that   electronic   or   diske�e   transfer  
will   be   used.  

Timesheet   Exception   Report  
This   report   compares   the   hours   entered   for   ac�ve   employees   with   the   standard   hours   on   their   employee  
masterfile   and   lists   any   excep�ons.   This   can   be   used   to   check   over   and   under   payments.  
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Note:   This   does   not   apply   to   Salaried   employees   with   no   �mesheet   entries   for   the   period.    Also   note   that  
Public   Holidays   are   included   in   Normal   Time.  

To   view   or   print   out   the   report   select: Time>Employee   Informa�on>Timesheet   Excep�on   Rept  

 
 

Timesheet   Excep�on   Report  

You   can   specify   the   following   selec�on   criteria:  
Fields  To   Complete  

Run   Date  The   Pay   Run   Date.   All   excep�ons   within   that   pay   run   period   will   be   shown  

You   can   also   select   viewing   preferences   for   the   report.   Select   the   required   report   op�on:   Spool   file   or  
PDF   or   Excel.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to   proceed?’   Click    Yes    to   proceed   or    No    to  
cancel   and   the   report   displays.  
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Employee   and   Allowances   Enquiry  
This   sec�on   of   Jobpac   allows   you   to   enquire   on   all   informa�on   held   about   each   employee.   This  
informa�on   is   downloadable   to   Excel.   

Employee   Enquiry  
 

Select: >Payroll>Employee   Informa�on>Employee   Enquiry  

This   enquiry   displays   all   data   that   can   be   entered   in   Employee   Maintenance,   and   enables   the   user  
download   filtered   data   to   a   spreadsheet.  

The   Enquiry   is   subject   to   standard   Payroll   security,   ie   user   will   only   see   those   employees   that   they   have  
access   to.  

Employee   data   for   the   current   year   is   displayed,   and   data   for   previous   years   can   be   displayed   by  
changing   the   “Year”   at   the   top   of   the   screen  

 
Employee   Enquiry  
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Key   fields    are  
Field  Definition  

  

Status  S   -   Salaried .   Paid   through   the   payroll   as   for   employees.    They   a�ract   all   on-costs   and  
superannua�on.   Time   sheet   entries   for   normal   �me   are   subtracted   from   the  
standard   period   hours   entered   for   the   employee   so   that   they   are   paid   their  
standard   hours   each   month.  

P   -   Permanent .    Paid   through   the   payroll   as   for   employees.    They   a�ract   all   on   costs  
and   superannua�on.    Time   sheet   entries   are   required   for   these   employees.  

T   -   Temporary .    Paid   through   the   employee   as   employees.    They   a�ract   on   costs   and  
superannua�on.    Time   sheet   entries   are   required   to   these   employees.    They   do   not  
normally   a�ract   leave   en�tlements.  

C   -   Contract.   (Bonafide   Contractors)    Normally   paid   outside   the   Payroll   module,  
some�mes   through   the   Accounts   Payable   module;   they   do   not   a�ract  
superannua�on;   they   pay   their   own   superannua�on;   their   �mesheet   entries   may  
have   on-costs   a�ached   to   them;   they   are   not   paid   for   leave.  

N   –   Non-bonafide   Contractor .   Normally   paid   outside   the   Payroll   module,  
some�mes   through   the   Accounts   Payable   module   but   are   similar   to   an   employee;  
they   a�ract   company   superannua�on   contribu�ons;   their   �mesheet   entries   may  
have   on-costs   a�ached   to   them;   they   are   not   paid   for   leave.  

V   –   Voluntary   Agreement .   An   employee   covered   by   a   Voluntary   Agreement   as  
opposed   to   an   award.   The   treatment   in   payroll   is   equivalent   to   P   Permanent.  

0   -   Terminated .   This   status   is   assigned   to   the   employee   by   the   last   payroll   process  
run   to   terminate   this   employee.   

 

  

Pay   Period  Select   how   o�en   the   employee   will   be   paid.  

RDO   Code  This   Code   determines   the   RDO   Cycle   to   be   used   from   those   defined   in   Payroll  
Parameters.   Blank   means   that   the   Employee   is   not   subject   to   RDO.  

RDO   Credit  RDO   Credits   are   not   being   used   at   the   moment.  

Superannua�o 
n  

Check   this   box   if   the   employee   is   to   be   part   of   a   employer   paid   superannua�on  
scheme   and   enter   the   pay   percentage   to   be   set   aside   for   this   if   this   is   different   to  
the   one   set   up   for   your   company.  

Industry   Super  Enter   the   codes   of   the   Industry   Superannua�on   Scheme   to   which   the   employee   is  
affiliated.   These   are   codes   that   you   have   defined   in   the   Payroll   Parameters.   Blank  
means   that   the   employee   is   not   en�tled   to   any   Industry   Superannua�on.  
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Industry   Rates  Enter   the   rates   if   the   rates   are   different   to   the   default   values   specified   for   the  
Industry   Superannua�on   schemes.  

Eligible   for  
Leave   Loading  

Check   this   box   if   the   employee   is   eligible   for   leave   loading   and   enter   the   pay  
percentage   for   this   if   this   is   different   to   the   one   set   up   for   your   company.  

Payment  
Method  

Select   one   of   the   methods   the   employee   is   to   be   paid   (Bank   Deposit,   Cash   or  
Cheque).  

Bank,   Branch,  
Account  

If   the   employee   is   to   be   paid   by   Bank   Deposit,   enter   the   Bank   name,   the   Branch  
name   and   the   Bank   account   number   into   which   the   Employee's   pay   will   be  
deposited.    If   you   specify   in   Payroll   Parameters   that   electronic   or   diske�e   transfer  
will   be   used   then   this   account   number   should   be   maximum   9   characters   long.  

Include   Next  
Pay   Run  

Check   this   box   if   the   employee   is   to   be   included   in   the   next   pay   run.   
Uncheck   this   box   if   the   employee   is   away   for   a   period   not   requiring   wages   to   be  
paid,   eg:   Long   Service   Leave  

Standard  
Period   Hours  

Enter   the   number   of   hours   the   employee   works   in   a   normal   period,   eg:   weekly   -   38  
or   40.   This   is   used   both   to   calculate   tax   correctly   if   a   person   takes   several   weeks  
leave   and   to   confirm   that   �mesheets   are   complete   in   Electronic   Timesheet   entry.  

Pay   Rate  Enter   the   Pay   Rate   per   hour   for   the   employee.   This   field   is   used   for   employees  
whose   rate   is   unique.   If   the   employee   belongs   to   a   category   of   employment   it   is  
be�er   to   use   Pay   Rate   Codes   instead.  

Salary   Hours  
Next   Pay  

The   number   of   hours   to   be   automa�cally   paid   to   this   Employee   (Salary   Employee  
only).   This   will   be   set   to   zero   at   the   next   pay   run   for   the   employee.  

Last   Pay   Date  The   date   of   last   pay   run   the   employee   was   paid.   This   field   is   updated   by   the   payroll  
process.  

Monthly   Salary  If   you   have   nego�ated   a   monthly   salary   instead   of   an   annual   salary   with   the  
employee   then   specify   the   monthly   salary   amount.   

Annual   Salary  If   you   have   nego�ated   an   annual   salary   with   the   employee   then   specify   the   annual  
salary   amount.   

Pay   Rate   Code  The   pay   rate   codes   for   the   employee.   If   you   do   not   enter   the   pay   rate   codes   for  
Time   &   Half,   etc,   the   Timesheet   entry   program   will   calculate   those   rates   from   the  
normal   �me   rate   value.     However,   if   you   enter   a   Time   &   Half   rate,   (perhaps,   the  
over�me   rate   is   worked   out   on   different   rates   to   the   Normal   Time   rate),   and   do   not  
enter   the   codes   for   Double   �me,   etc,   the   Timesheet   entry   program   will   calculate  
those   rates   from   the   Time   &   Half   rate   value.    These   codes   are   defined   in   Pay   Rate  
Maintenance.  

 

 

General   Rebate  Enter   the   tax   scale   applicable   to   the   employee:  
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Y   –   Tax   Free   Threshold   claimed   and   leave   loading   applicable.   (Tax   Scale   2)  

N   –   Tax   Free   Threshold   not   claimed.   (Tax   Scale   1)  

3   –   Foreign   Resident.  

5   –   Full   Exemp�on   from   Medicare   Levy.  

6   –   Half   Exemp�on   from   Medicare   Levy..  

Note   –   New   Zealand   uses   different   tax   codes   

M NZ   Tax   Code   M   or   M   SL  
E NZ   Tax   Code   ME   or   ME   SL  
B NZ   Tax   Code   SB   or   SB   SL  
S NZ   Tax   Code   S   or   S   SL  
H NZ   Tax   Code   SH   or   SH   SL  
T NZ   Tax   Code   ST   or   ST   SL  
X NZ   Tax   Code    STC  
W NZ   Tax   Code   WT  
N NZ   Tax   Code   ND  

 

Tax   File  
Number  

Check   this   box   if   the   employee   has   submi�ed   their   Tax   File   Number.    If   "NO"   the  
system   will   deduct   the   top   rate   of   tax.   If   “YES”   then   enter   the   number.  

Rebates:  

 

Dependant:   Enter   the   amount   of   annual   dependant   rebate   claimable   by   the  
employee.  

Zone:   Enter   the   amount   of   annual   zone   rebate   claimable   by   the   employee.  

Home   Loan:   Enter   the   amount   of   annual   home   loan   rebate   claimable   by   the  
employee.  

HECS   Debt  Check   this   box   if   the   employee   has   a   HECS   debt.   If   so   then   addi�onal   tax   is  
calculated   for   the   employee   based   on   the   schedule   provided   by   the   ATO.  

This   is   now   called   HELP   –   Higher   Educa�on   Loan   Program.  

There   is   also   a   SFSS   –   Student   Financial   Supplement   Scheme   which   is   treated   in   the  
same   manner.  

Tax   Calculated  Check   this   box   to   enable   or   disable   the   PAYE   tax   calcula�on   for   the   employee.   A  
person   will   generally   produce   a   le�er   from   the   ATO   sta�ng   the   tax   to   be   deducted  
instead   of   the   standard   rate.  

 

 

Security   Code  This   is   used   to   control   the   display   of   employee   informa�on   in   various   enquiry  
screens,   labour   cost   screens   in   the   job   enquiry   program   for    example.   If   set   up,   only  
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users   with   access   to   the   security   code   used   will   be   able   to   view   details   for   the  
employee.   

 

Using   the   right   mouse   bu�on   on   an   individual   employee   provides   the   following   op�ons  

1. Employee   details  
This   op�on   displays   the   standard   employee   maintenance   screen.   Any   changes   can   be   made.  
 

2. Bank   Deposits  
This   op�on   displays   any   addi�onal   bank   accounts   the   employee   may   have  
 

3. Super   Funds  
This   op�on   displays   the   superannua�on   funds   for   that   employee.  
 

4. Annual   Group   Values  
This   op�on   displays   the   YTD   values   for   the   employee.  
 

5. Pay   History  
This   op�on   displays   the   pay   history   for   all   pay   periods   in   the   current   year.  
 

 
 
Each   pay   run   can   be   selected,   and   the   full   details   of   that   pay   will   be   displayed.  
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6. Employee   accruals  
This   displays   the   standard   Employee   accruals   screen  
 

7. Cos�ng   Defaults  
This   displays   the   standard   cos�ng   defaults   screen   with   the   ability   to   change   the   defaults  
 

8. Leave   details  
This   displays   the   leave   en�tlement   rules   for   that   employee  
 

9. Allowances/Deduc�ons  
This   displays   all   allowances   and   deduc�ons   for   this   employee.  
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The   Employee   Code   filter   can   be   removed   and   addi�ons   and   deduc�ons   for   all   employees   can   be  
displayed.   Changes   can   be   done   directly   in   the   screens,   and   new   allowances   can   be   added   via   the   “Add”  
right   mouse   bu�on   op�on.  

Find   Any   Employee  

Employees   that   have   been   terminated   in   previous   years   can   be   found   by   using   the    Find   any   Employee  
bu�on   on   the   LHP.   This   displays   a   list   of   all   terminated   employees   as   the   screen   below   shows  
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Filters   can   be   used   to   find   the   employee  
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Company   information  
 

Transaction   Definition  
Within   the   payroll   system   transac�on   types   are   required   to   iden�fy   the   type   of   transac�on   being  
entered,   for   example   Normal   Time   or   Over�me.  

Select: >Time>Company   Informa�on>Transac�on   Defini�on  

add,   modify   or   delete   Payroll   Transaction   Code   details  

You   must   first   enter   or   select   a   Transac�on   Code.   Scan   fields   are   available   to   search   for   exis�ng  
transac�on   codes.  

Term  Definition  

Transac�on  
Code  

The   transac�on   code   that   will   be   used   to   throughout   the   payroll   programs   to   enter  
�me   worked,   leave   taken   and   accrued,   addi�ons,   deduc�ons,   taxa�on   values,  
adjustments   and   other   payroll   transac�ons.  

Group  This   is   used   to   allow   for   more   than   one   version   of   a   transac�on   code.   For   example  
the   user   may   want   to   set   up   two   normal   �me   transac�ons   with   different   on-costs;   if  
there   is   a   match   with   the   group   code   in   the   employee   masterfile   then   the   transac�on  
matching   the   employee’s   group   code   will   be   used,   otherwise   the   transac�on   with   a  
blank   group   code   will   be   used.  

 

This   screen   displays   a   selec�on   of   the   Transac�on   Codes   available   for   modifica�on.    To   create   a   new  
code   or   to   add   a   new   group   to   and   exis�ng   transac�on   code,   enter   the   new   code,   and   group   code   if  
required.  

The   details   of   the   transac�on   are   displayed.  

Note: The   Group   field   allows   the   associa�on   of   transac�ons   to   specific   employees   especially   when   the  
G/L   account   or   the   percentages   for   oncost   accounts   differs   from   the   generic   transac�on   code   (the  
one   with   blank   group)  
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Transac�on   Code   Maintenance  

Term  Definition  

Transac�on   Code  The   transac�on   code   that   will   be   used   to   throughout   the   payroll   programs   to  
enter   �me   worked,   leave   taken   and   accrued,   addi�ons,   deduc�ons,   taxa�on  
values,   adjustments   and   other   payroll   transac�ons.  

Group  This   is   used   to   allow   for   more   than   one   version   of   a   transac�on   code.   For  
example   the   user   may   want   to   set   up   two   normal   �me   transac�ons   with  
different   oncosts;   if   there   is   a   match   with   the   group   code   in   the   employee  
masterfile   then   the   transac�on   matching   the   employee’s   group   code   will   be  
used,   otherwise   the   transac�on   with   a   blank   group   code   will   be   used.  

Transac�on   Type  Select   a   Transac�on   Type   or   type   in   a   valid   transac�on   type.   You   must   use   a  
transac�on   type   that   is   defined   in   the   Jobpac   payroll.    Some   common   codes   are:  

NT   -   Normal   Time,  
ALL   –   Allowance  
DED   -   Deduc�ons  
TH   –   Time   and   Half  
DT   –   Double   Time  
ERC   –   Superannua�on  
TAX   -   PAYG  
BKP   –   Back   Pay  
SWC   –   Sick   Leave   with   Cer�ficate  
AL   –   Annual   Leave  
 
The   Transac�on   Type   list   is   extensive   -please   refer   to   the   list   in   this   document.   

In   this   way   you   can   set   up   several   different   Normal   Time   or   Allowance  
transac�ons.   Scan   fields   are   available   to   search   for   valid   Transac�on   Types.  
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Descrip�on  Enter   a   descrip�on   of   the   transac�on.   If   this   field   is   le�   blank   then   it   will   default  
to   the   descrip�on   of   the   transac�on   type.  

Short   Name  An   eight   character   descrip�on   of   the   transac�on   that   is   printed   on   payslips   and  
some   reports.   .   If   this   field   is   le�   blank   then   it   will   default   to   the   descrip�on   of  
the   transac�on   type.  

Include   Super  
Calcula�on  

Click   this   checkbox   to   include   the   amounts   for   this   Transac�on   Code   in   the  
calcula�on   of   the   Employer   Superannua�on   contribu�on.  

Report  This   is   only   applicable   to   transac�ons   of   type   ERC,   Employer   Contribu�on  
Superannua�on   transac�ons.   Enter   the   code   of   the   superannua�on   fund   to  
which   the   transac�on   applies.   This   is   used   to   produce   the   Superannua�on  
Report   and   the   ERCs   Report.  

Column  This   is   only   applicable   to   transac�ons   of   type   ERC,   Employer   Contribu�on  
Superannua�on   transac�ons.   Enter   the   column   number   to   be   used   in   the  
Superannua�on   Report   and   the   ERCs   Report.   This   could   be   used   to   dis�nguish  
standard   contribu�ons   from   addi�onal   superannua�on   contribu�ons   for   the  
same   employee.  

Include   RDO  
Calcula�ons  

Click   this   checkbox   to   include   this   Transac�on   Code   in   the   calcula�on   of   RDO  
Accruals.  

Include   LSL  
Calcula�ons  

Select   to   include   this   Transac�on   Code   in   the   calcula�ons   of   LSL   Accruals.  

Default   for   Payroll  
Processing  

Payroll   Processing   generates   automa�c   transac�ons   (eg.   Normal   �me   for  
salaried   employees,   Leave   Loading,   Group   Tax).   
Select   this   to   include   this   transac�on   automa�cally   during   Payroll   processing.  
One   transac�on   with   a   blank   group   has   to   be   selected   for   the   following  
transac�on   types   otherwise   the   payroll   will   not   be   processed.  

NT (Normal   Time)  
RDO (Rostered   Time   Off)  
LLD  (Leave   Loading)  
TAX  (PAYE   Tax)  
LMA  (Lump   Sum   A)  
LMB  (Lump   Sum   B)  
LMC  (Lump   Sum   C)  
LMD  (Lump   Sum   D)  
LME  (Lump   Sum   E)  
TTX (Termina�on   Tax)  

GL   Account  
Number  

Enter   the   General   Ledger   Account   against   which   this   transac�on   is   to   be   booked.  
If   the   account   is   not   an   affix,   then   it   should   be   a   valid   G/L   Account.  

Affix   (N/P/S)  Enter   whether   the   account   is   an   affix?  

No   -   the   specified   G/L   account   is   a   complete   and   valid   G/L   account   number.  

Prefix     -   The   G/L   account   specified   is   incomplete.   It   is   a   prefix   and   the   remaining  
parts   of   the   G/L   account   will   be   a   suffixed   derived   from   the   Dept/Div/Loc   table.  

Suffix    -   The   G/L   account   specified   is   incomplete.   It   is   a   suffix   and   the   remaining  
parts   of   the   G/L   account   will   be   a   prefix   derived   from   the   Dept/Div/Loc   table.   
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Mul�plier  Enter   the   number   of   occurrences   this   transac�on   code   will   be   generated   within  
a   pay   period.   

Job   Required  
(N/O/Y)  

Enter   whether   the   transac�on   requires   job   informa�on   or   not:  
No   –   No   job   informa�on   is   accepted   for   this   type   of   transac�on.  
Op�onal   –   The   transac�on   may   contain   job   informa�on  
Yes   –   Job   informa�on   is   required   for   this   type   of   transac�on  

Keep   History  All   leave   transac�ons   are   kept   automa�cally   in   the   Leave   History   file.   Select   this  
if   you   want   to   keep   other   types   of   transac�ons   (eg.   RDO)   in   the   history   file.  

Default   Cost   Code  Unless   specified   otherwise   in   Timesheet   Entry,   the   Transac�on   Code   will   be  
costed   to   this   Default   Cost   Code.  

Default   Cost   Type  Unless   specified   otherwise   in   Timesheet   Entry,   the   Transac�on   Code   will   be  
costed   to   this   Default   Cost   Type.  

Allowance/Deduc�on/Tax   Adj/   ERC   Details  

Group   Tax   Code  The   number   of   the   item   on   the   Group   Cer�ficate,   for   which   this   allowance   or  
deduc�on   is   placed   against:  
  1   -   Gross   Earnings  
  2   -   Meals  
  3   -   Board   &   Quarters  
  4   -   Travel   &   other   allowances  
  5   -   Lump   Sum   A  
  6   -   Lump   Sum   B  
  7   -   Lump   Sum   C  
  8   -   Superannua�on  
  9   -   Group   Assurance  
10   -   Tax   Deduc�on  
11   -   Termina�on   Tax   –   Lump   Sum   D  
12   -   Holiday   Leave   Loading  
13   -   FBT   Gross  
14   -   Lump   Sum   E  
15   -    –   TBA  
16   -   Foreign   Sourced   Income  
17   -   Workplace   Giving  
18   -   Union   Fees  
19   -   Reportable   Super  

Get   Rate   from   Job  
Parameters  

If   the   rate   varies   from   job   to   job   you   can   specify   the   rate   in   a   job   parameter  
called   RTExxx   (where   xxx   is   the   Transac�on   Code).   Select   this   to   get   the   rate  
from   the   parameter.  

Rate  Type   in   a   default   rate   or   amount   for   allowances   and   deduc�ons.   This   value   is  
nega�ve   for   deduc�ons.  

Type   (A/P/S)  Specify   if   the   Rate   is   an:-  

Amount  

Percentage   of   the   Employee   Normal   Rate  

Employer   Contribu�on   Superannua�on   transac�on  
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ERC   Liability   GL  
Account  

Type   in   the   Employer   Super   Contribu�on   General   Ledger   Account   number.  

When   this   account   is   entered   the   actual   amount   of   the   ERC   transac�on   is  
cleared   from   the   G/L   account   number   entered   in   the   main   sec�on   of   the  
transac�on   above   and   posted   to   this   account.   For   example,   the   superannua�on  
amount   calculated   could   be   9%   of   the   gross   pay,   say   $90.00,   but   there   may   be   a  
minimum   contribu�on   of   $100.00.   In   this   case,   the   $90.00   would   be   posted   to  
the   G/L   account   in   the   transac�on   defini�on   above   but   the   minimum   $100  
would   be   cleared   from   the   account   in   the   transac�on   defini�on   above   and  
posted   to   this   ERC   Liability   G/L   Account,   leaving   a   deficit   in   the   main   account.  

Affix   (N/P/S)  Enter   whether   the   account   is   an   affix?  

No   -   the   specified   G/L   account   is   a   complete   and   valid   G/L   account   number.  

Prefix     -   The   G/L   account   specified   is   incomplete.   It   is   a   prefix   and   the   remaining  
parts   of   the   G/L   account   will   be   a   suffixed   derived   from   the   Dept/Div/Loc   table.  

Suffix    -   The   G/L   account   specified   is   incomplete.   It   is   a   suffix   and   the   remaining  
parts   of   the   G/L   account   will   be   a   prefix   derived   from   the   Dept/Div/Loc   table.  

Allowances   /   Lump   Sums  

Payroll   Tax   Code  This   code   determines   the   column   of   the   Payroll   Tax   form   to   be   modified   by   the  
allowances:   Valid   values   are:   

1   -   Salaries   &   Wages  

2   -   Commissions  

3   -   Bonuses   &   Allowances  

4   -   Directors   Fees  

5   –   Board   &   Quarters  

6   –   Other  

7   -   Superannua�on  

Taxable  Select   this   if   the   Allowance   is   a   Taxable   Allowance.  

Deduc�ons   Only  

Pre   Tax   Deduc�on  Click   this   checkbox   if   the   Deduc�on   is   a   pre-tax   Deduc�on.  

 

Click   OK   to   move   to   the   next   screen   where   you   can   allocate   a   percentage   of   the   transac�on   amount   to  
an   Oncost   Account.  
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Transac�on   Code   Maintenance  

Select    ► Modify    from   the   op�on   on   the    Sidebar    menu   to   enter   or   change   values.  

 
Term  Definition  

Oncost   Alloca�on  For   the   first   10   accounts   a   percentage   can   be   specified.   Each   percentage   is  
applied   to   the   transac�on   amount   and   the   Oncost   account   is   affected   by   the  
amount   calculated.  

Account   no   11  Specifies   a   rate   which   is   mul�plied   by   the   number   of   hours/occurrences   entered  
at   transac�on   level   and   the   Oncost   account   is   affected   by   the   amount   calculated.  

 

When   �mesheets   are   posted   the   full   cost   (employee   cost   plus   oncost)   is   debited   to   the   job   or   expense  
account,   the   employee   cost   is   credited   to   the   payroll   clearing   account   and   the   oncost   is   credited   to   the  
Oncost   clearing   account   by   the   �mesheet   pos�ng   program.  

The   oncost   amounts   are   debited   to   the   oncost   clearing   account   and   credited   to   the   various   oncost  
accounts   by   the   payroll   processing   program.  
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Payroll   Parameter(s)   Maintenance  
This   sec�on   allows   you   to   maintain   the   payroll   parameters.  

Select: >Time>Company   Informa�on>Payroll   Parameters  

view,   modify,   add   or   delete   Payroll   Parameters  

 

Examine   Payroll   Parameters   –   Maintenance   Screen  

Replace   Screen  

Select    ► Modify    from   the   op�on   on   the    Sidebar    menu   to   enter   or   change   values.  

Field  Description   of   Payroll   Parameters  

Pay   in   Whole  
Dollars  

Select   if   the   pays   are   to   be   in   whole   dollars.  

Annual   Leave  
Loading  

Enter   the   percentage   rate   for   annual   leave   loading.   Enter   zeros   if   no   annual   leave  
loading   is   to   be   paid.   

Annual   Leave  
Threshold  

Enter   the   value   of   the   Annual   Leave   Threshold.    Tax   installments   for   employees  
en�tled   to   a   general   exemp�on   include   a   loading   to   cover   tax   on   annual   leave  
loading   payments   up   to   a   certain   value,   (currently   $320   is   the   threshold   specified   by  
the   Australian   Tax   Office).    However   the   amount   is   s�ll   income   and   must   be  
incorporated   in   gross   earnings   on   the   group   cer�ficates   at   the   end   of   the   financial  
year.    If   the   leave   loading   payment   exceeds   the   threshold   limit,   only   the   excess   over  
the   threshold   is   subject   to   tax   instalment.  
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Generate  
Loading   Pay  

Enter   ’Y’es   if   Leave   Loading   will   be   generated   automa�cally   every   �me   Annual   Leave  
transac�ons   are   processed   by   Payroll   Processing.   Enter    'N'o   if   Leave   Loading  
transac�ons   have   to   be   entered   manually   through   Timesheet   Entry.  

Maximum  
Loading   to   Pay  

Enter   the   maximum   value   of   Leave   Loading   to   be   paid   per   year   to   an   Employee.  
Enter   zero   if   there   is   no   maximum   to   be   paid.  

SupeContribu�o 
n  

Enter   the   percentage   rate   for   the   Company   Superannua�on   Contribu�on.    This   is  
used   to   calculate   the   company   contribu�on   to   the   employee's   superannua�on.  

EFT   Used  Select   if   you   use   the   Electronic   File   Transfer   facility   to   the   bank.  

Bank   Code  Enter   the   bank   code   supplied   by   the   Bank   for   electronic   or   media   transfers.   This   is  
the   code   used   as   prefix   of   the   name   of   the   file   to   be   sent   electronically   or   by  
diske�e   to   the   bank.  

Bank   User   ID  Enter   the   bank   User   ID   supplied   by   the   Bank    for   electronic   or   media   transfers  

Company   BSB  
Number  

Enter   the   Bank   -   State   -   Branch   number   of   the   company's   bank   account,   from   which  
the   funds   are   to   be   transferred.  

Company  
Account  
Number  

Enter   the   bank   account   number   of   the   company's   bank   account,   from   which   the  
funds   are   to   be   transferred  

Company   Title  Enter   the   Title   of   the   Company.   This   is   the   name   that   will   appear   on   the   employee's  
bank   statements   against   the   deposit   to   their   accounts  

General   Ledger  
Interfaced  

Select   if   the   Payroll   is   to   be   interfaced   to   the   General   Ledger.   Timesheet   Entry   is   by  
default   interfaced   to   the   General   Ledger   because   accounts   related   to   jobs   are  
updated   with   job-related   transac�ons.   Selec�ng   this   flag    affects   the   opera�on   of  
Payroll   Processing   and   Payroll   Reversal.  

Affix  Enter   whether   the   account   is   an   affix?  

No,   use   the   specified   G/L   account.  

The   G/L   account   specified   is   a   Prefix  

The   G/L   account   specified   is   a   Suffix   

Gross   Pay  Enter   the   account   number   into   which   the   Gross   Pay   is   to   be   either   debited   or  
credited.   This   value   is   taken   as   default   if   no   value   is   specified   at   transac�on   level.  

Annual   Leave  Enter   the   account   number   into   which   the   Annual   Leave   is   to   be   either   debited   or  
credited.   This   value   is   taken   as   default   if   no   value   is   specified   in   transac�ons   related  
to   annual   leave.  

Sick   Leave  Enter   the   account   number   into   which   the   Sick   Leave   is   to   be   either   debited   or  
credited.   This   value   is   taken   as   default   if   no   value   is   specified   in   transac�ons   related  
to   sick   leave.  
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Termina�ons  Enter   the   account   number   into   which   the   Termina�on   payments   is   to   be   either  
debited   or   credited.   This   value   is   taken   as   default   if   no   value   is   specified   in  
transac�on   related   to   termina�ons  

Allowances  Enter   the   account   number   into   which   the   Allowances   is   to   be   either   debited   or  
credited.   This   value   is   taken   as   default   if   no   value   is   specified   in   transac�ons   related  
to   allowances  

P/R   Clear  Enter   the   account   number   into   which   the   Payroll   Clearing   is   to   be   either   debited   or  
credited  

Group   Tax  Enter   the   account   number   into   which   the   Group   Tax   Payments   is   to   be   either  
debited   or   credited.   This   value   is   taken   as   default   if   no   value   is   specified   in  
transac�ons   related   to   tax  

Deduc�ons  Enter   the   account   number   into   which   the   Deduc�ons   is   to   be   either   debited   or  
credited.   This   value   is   taken   as   default   if   no   value   is   specified   in   transac�ons   related  
to   deduc�ons  

 

Note: There   are   a   large   number   of   System   Parameters   and   Payroll   Transac�on   Field   descrip�ons   under  
Systems   Parameters,   in   the   later   chapter,   towards   the   end   of   Payroll   Processing   Reference   Guide.  

Click   OK   to   move   to   the   next   screen   where   you   can   modify   or   view   the   RDO   rates .  

 

Payroll   Parameter-RDO   Rates  

Field  Description  

RDO   Code  Enter   a   code   to   iden�fy   the   RDO   rate   defini�on.  
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RDO   Accruing  
Method  

Enter   how   the   RDO   accrued   will   be   calculated:  

F   -   Full    accrual   of   RDO   even   if   the   employee   works   in   a   day   fewer   than   the   number  
of   hours   specified   in   the   next   field   ("RDO   hours   in   a   day")   but   more   than   one   hour.  

P   -   Propor�onal    to   the   hours   worked  

D   -Daily    accrual   of   RDO   even   if   the   employee   works   in   a   day   fewer   than   the   number  
of   hours   specified   in   the   next   field   ("RDO   hours   in   a   day")   but   in   this    case   without   a  
minimum.  

RDO   Hours   in   a  
day  

Enter   the   number   of   hours   considered   as   a   full   working   day  

RDO   Factor   per  
Hour  

Enter   the   factor   per   hour   to   be   used   for   the   calcula�on   of   RDO.   If   this   value   is   le�  
blank   then   the   default   value   of   0.05   is   used.  

RDO   Payment  
Method  

Enter   how   the   RDO   will   be   paid:  

A   -   Accrued .   Pay   what   has   been   accrued  

F   -   Fixed .   Pay   the   number   of   hours   specified   in   the   next   field   ("RDO   Base   Hours)  
regardless   of   the   RDO   accrued   for   the   employee  

G   -   Greater .   Pay   the   RDO   Accrued   but   the   RDO   Base   hours   is   the   minimum   number  
of   hours   to   be   paid   

L   -   Less .   Pay   the   RDO   Accrued   but   the   RDO   Base   hours   is   the   maximum   number   of  
hours   to   be   paid   

M   -   Manual .   The   Payment   of   RDO   will   be   released   manually   through   Timesheet  
Entry  

RDO   Base   Hours  Enter   the   number   of   hours   to   be   paid   or   considered   as   a   limit   for   RDO   payment.  

RDO   Payment  
Dates  

Enter   the   dates   for   RDO   payment.   Up   to   thirteen   dates   can   be   specified.  

 

Click    OK    to   move   to   the   next   screen   where   you   can   modify   or   view   the   oncost   accounts.  
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Payroll   Parameter   –   On   Cost   Accounts  

Replace   this   screen  

Oncost   accounts   are   G/L   accounts   where   the   oncost   is   allocated   by   Payroll   Processing.   The   percentages  
of   alloca�on   are   specified   at   transac�on   level.   

You   can   define   up   to   11   oncost   GL   accounts   which   will   be   used   as   provision   accounts.   

The   corresponding   expense   account   for   each   oncost   account   must   be   designated   if   the   account   is   a  
normal   account,   a   suffix   or   prefix.   Generally,   the   expense   accounts   are   le�   blank   and   the   job   costs   are  
charged   to   the   G/L   account   linked   to   the   Cost   Type   used   in   the   transac�on.  

Provision  Definition  

Affix  Enter   the   oncost   general   ledger   account   number   in   this   column.  

N/P/S  Specify   if   the   oncost   account   is   a   Nominated   account,   a   Prefix   or   Suffix.  

 

Expense  Definition  

Affix  Enter   the   expense   general   ledger   account   number   in   this   column.  

N/P/S  Specify   if   the   expense   account   is   a   Nominated   account,   a   Prefix   or   Suffix.  

 

Tax   Levels  
Select: >Time>Company   Informa�on>Tax   Levels  
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To   modify   PAYE   Tax   rates  

There   are   two   screens   for   the   tax   tables.   Select   Display   other   screen   to   toggle   between   the   two .  

Note: The   two   screens   for   the   Tax   Tables   (screen   1   for   scales   1   to   5   (below)   and   screen   2   for   scales   6,   7  
and   HECS-not   shown)   work   in   the   same   way,   and   will   need   to   be   manually   updated   by   user   when  
Tax   rates   are   changed   (annually).  

 

Tax   Rate   Maintenance   –   Weekly   Earnings  

Enter   the   Income   tax   rates   as   supplied   by   the   Australian   Tax   Office   into   the   grid   as   follows:  
Fields  Definition  

Effec�ve   from  Enter   the   date   a   new   tax   rate   is   effec�ve   from.  

Weekly   Earnings  Enter   the   values   in   the   weekly   earnings   column    (the   X   component   in   the   tax  
calcula�on),   of   the   Tax   Office   Tables  

Co-efficient   (A)  Enter   the   values   in   the   Co-efficient   A   column   of   the   Tax   Office   Tables  

Co-efficient   (B)  Enter   the   values   in   the   Co-efficient   B   column   of   the   Tax   Office   Tables  

 

 

Company   Tax  
Select: >Time>Company   Informa�on>Company   Tax  
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alter   or   delete   the   Company   Tax   details  

First   enter   a   Tax   Centre   and   click   OK.   Leave   this   blank   if   you   wish   to   use   the   Global   Tax   Centre.  

Note: This   procedure   is   not   normally   required,   as   month   End   processes   produce   reports   automa�cally  
with   these   values.  

 

Company   Tax   Screen  

Select    ► Modify    from   the   op�on   on   the    Sidebar    menu   to   enter   or   change   values.  

Note: The   informa�on   displayed   is   the   result   of   automa�c   calcula�ons   done   during   pay   runs   for   the  
period.   

Fields  Definition  

Payroll   Tax  
Informa�on:  

Total   Payroll   Tax   for   the   period.  

Group   Tax  
Informa�on  

Total   Group   Tax   for   the   period.  

Male   Employees  Number   of   male   employees.  

Female  
Employees  

Number   of   female   employees.  

Payroll   Rates  
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Select: >Time>Company   Informa�on>Payroll   Rates  

add,   cancel   or   alter   Payroll   Rates   

Note: Payroll   Rates   Used   for   categories   of   people.   When   there   is   a   rate   increase,   it   is   not   necessary   to  
individually   alter   each   employee   -   but   just   the   group   of   employees.    This   is   also   used   to   set   up   Job  
Charge   Rates.  

 

Payroll   Pay   Rates   Maintenance  

A   download   and   upload   facility   is   available.  

 

 

 

 
Fields  Definition  

Job   To   specify   the   default   rate   for   the   pay   code,   leave   this   field   blank.   If   you   have   a  
different   rate   for   a   specific   job,   enter   the   Job   Number.   You   can   enter   an   asterisk   to  
iden�fy   groups   of   jobs   (eg.   Jobs   4335,   4337   and   4338   can   be   entered   as   433*)  

Cost   Code  The   rate   can   be   applied   to   a   par�cular   cost   code   within   a   job.  

CT  The   rate   can   be   applied   to   a   par�cular   cost   type   within   a   job   and   cost   code.  

Pay   Code  You   assign   your   own   pay   codes   –   they   may   be   numbers   (0001-9999)   or   le�ers  
(BRIN-   Bricklayer   Normal   �me,   BRIO-Bricklayer   O/T).  

Start   Date  Enter   the   date   this   pay   rate   started.  

Descrip�on  Enter   a   descrip�on   that   provides   an   adequate   explana�on   of   the   Pay   Rate.  
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Employee   Rate  Enter   the   rate   of   payment   per   hour   for   an   employee   will   earn   for   this   pay   code.  

Job   Charge  Enter   the   rate   the   Job   is   charged   per   hour.   This   value   could   be   an   amount   or   a  
percentage   depending   on   the   value   of   the   first   posi�on   of   PAYROL   System  
Parameter.   
If   you   are   using   oncost   percentages   at   transac�on   level   (see   Transac�on  
Defini�on)   then   leave   this   field   blank   and   the   program   will   charge   the   job   with   the  
actual   cost   charged   to   the   employee   plus   the   on-costs   specified   in   the   transac�on  
defini�on.  

If   you   want   to   force   a   Job   Charge   rate   regardless   of   the   percentages   specified   in  
the   transac�ons   then   the   rate   specified   in   this   table   will   be   charged   to   the   job   and  
any   difference   between   the   on-cost   amounts   calculated   and   the   cost   rate   used   will  
remain   in   the   on-cost   clearing   account..  

External   Charge  Enter   the   rate   (amount   or   percentage)   an   external   client   will   charged   for   this   pay  
code.   This   will   be   billed   to   the   client.  

 

 

 

 

 

General   Ledger   (GL)   Complements   
Select: >Time>Company   Informa�on>GL   Complements  

 

Payroll   General   Ledger   Interface  
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Fields  Definition  

Department  
Code  

Enter   the   department's   iden�fica�on   code.  

Division   Code  Enter   the   division's   iden�fica�on   code.   If   this   code   is   le�   blank,   it   is   assumed   that  
the   prefix   applies   for   the   whole   department.  

Loca�on   Code  Enter   the   loca�on's   iden�fica�on   code.   If   this   code   is   le�   blank,   it   is   assumed   that  
the   prefix   applies   for   the   whole   division.  

Descrip�on  Enter   a   descrip�on   for   this   General   ledger   link.  

General   Ledger  
Account  
Complement  

This   is   the   complement   which,   joined   to   the   affix   specified   for   each   transac�on,  
forms   the   General   Ledger   Account   to   be   used   for   pos�ng   purposes.  

Enter   either   the   prefix   or   the   suffix   to   make   up   the   GL   account.  

Company   Tax  
Centre  

Enter   the   Company   Tax   Centre   which   will   be   affected   by   transac�ons   related   to   the  
Department/Division/Loca�on   combina�on   specified.  

 

In   the   example   above,   if   the   employee’s   code   is   CO   -   NS   -   NE   then   the   affix   will   be   21.    So   that,   if   a  
transac�on   had   been   defined   with   1234   in   the   field   for   the   general   ledger   account   and   had   been  
nominated   as   a   suffix   then   the   full   general   ledger   account   would   be   21   +   1234   =   211234.   

Note: Jobpac   refer   to   Complements   as   a   suffix    or   prefix   in   a   General   Ledger   structure  

Maintain   Tax   Centre  
Select: >Time>Company   Informa�on>Tax   Centre   Maintenance  

 

Company   Tax   Centre   Maintenance  

Fields  Definition  
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Tax   Centre   Code  Enter   a   Company   Tax   Centre   iden�fica�on   code  

Tax   Centre  
Name  

Enter   the   name   of   the   Company   Tax   Centre   –   e.g.   a   state   name   or   a   pseudo   company.  

Group   Code  If   this   is   a   Pseudo   Company,   enter   the   eight   digit   Tax   File   Number   that   will   be   printed  
in   the   PAYG   Payment   Summaries   (Group   Cer�ficates)   of   those   employees   who   are  
linked   to   this   Tax   Centre.  

Entitlement   Maintenance  
Select: >Time>Company   Informa�on>En�tlement   Maintenance  

 

Payroll   En�tlement   Parameters  

Field  Description  

Ent   Type  Enter   the   type   of   en�tlement   to   be   defined.   
Valid   values   are:   

(S)ick   Leave,   

(A)nnual   leave   and   

(L)ong   Service   Leave  

Ent   Code  Enter   a   1-character   en�tlement   code   to   iden�fy   each   different   leave   en�tlement  
calcula�on   set   within   the   En�tlement   Type;   for   example   W   for   weekly   and   S   for  
Salaried   employees.   This   code   is   used   when   calling   the   Leave   Details   screen   in   the  
Employee   Maintenance   program.   It   specifies   which   set   of   leave   en�tlements   will   be  
used   to   calculate   the   leave   en�tlement   for   the   employee   selected.  

Year  Enter   the   number   of   years   the   employee   has   to   be   hired   in   order   to   have   the  
en�tlement   calculated   for   the   applicable   period.  
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En�tlement  Enter   the   number   of   hours   the   employee   receives   as   en�tlement   during   the   year.  

Accrual   Type  Enter   the   type   of   accrual.   

(P)rorata,   

(Y)early,   

(M)onthly,   

(W)eekly.  

(H)ourly    (Normal   �me   hours   (inclusive   of   transac�on   types   NT,AL,LSL,SWC)   for  
Permanent   and   Temporary   employees   only)  
If   the   value   is   P,   the   calcula�on   is   done   as   a   por�on   of   the   �me   the   employee   has  
been   working   since   their   last   anniversary   period.  

Accrual   Period  If   the   period   type   is   not   ‘P’,   enter   the   number   of   periods   between   alloca�ons   of  
en�tlement   (eg.   1   month,   6   weeks,   3   weeks,   etc).  

Accrual   Point  Enter   when   the   en�tlement   is   given,   either   at   the   (B)eginning   or   at   the   (E)nd   of   the  
period.  

Accrual   Only  Enter   Y   if   the   calcula�on   is   only   for   accrual   or   N   if   it   is   also   for   en�tlement.   This   is  
used   for   Annual   Leave   and   Long   Service   Leave.   

Maximum  
Period  

Enter   the   maximum   en�tlement   to   be   allocated   by   period  

Maximum   Total  Enter   the   maximum   en�tlement   to   be   given.  

Note: En�tlement   Code:    You   can   define   various   En�tlement   Codes   and   allocate   to   different   people   or  
employees   that   may   for   example   be   bound   by   different   Enterprise   Bargaining   Agreement.    People  
who   are   bound   by   different   Enterprise   Bargaining   Agreement,   may   be   en�tled   to   different   benefits.  

In   the   example   above,   any   employee   given   an   Annual   Leave   En�tlement   Code   of   “S”   will   be   en�tled   to  
160   hours   per   year   calculated   on   a   pro   rata   basis   from   their   start   date   to   the   date   of   the   accrual  
calcula�on.   However,   any   Permanent   or   Temporary   employee   given   an   Annual   Leave   En�tlement   Code  
of   “C”   will   be   en�tled   to   0.085   hours   annual   leave   for   every   normal   �me   hour   worked.   

Superannuation   Funds  
Select: >Time>Company   Informa�on>Superannua�on   Funds  
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To    d efine   the   different   Superannuation   and   Redundancy   Funds   related   to   payroll  

 

Superannua�on   Funds   Maintenance  

Fields  To   Complete  

Code  Enter   a   1-character   code   to   iden�fy   the   Superannua�on   Fund.  

Name  Enter   the   name   of   the   Superannua�on   fund.  

Fee  Enter   the   fee   to   be   paid   for   this   fund.  

(A)mount/  
(P)ercentage  

Enter   if   the   fee   is   an   amount   or   a   percentage.  

Telephone  
Number  

Enter   the   contact   telephone   number   of   the   fund.  

Note: A�er   comple�ng   the   defini�on   of   Superannua�on   &   Redundancy   Funds   related   to   payroll,   it   is  
necessary   to   go   back   to   Transac�on   Defini�on   and   set   up   a   minimum   of   one   Transac�on   Code   for  
each   fund.  

Setup   Codes  
Select: >Time>Company   Informa�on>Setup   codes  

This   is   where   the   codes   for  

Department  
Division  
Loca�on  
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Trans   Group  
Pay   Point  
Appren�ce   Year  

 
If   you   are   a   payroll   user   that   has   been   upgraded   to   include   these   maintenance   tables,   you   will   find   then  
already   populated   from   data   that   already   existed   in   your   payroll.   However   default   descrip�ons   have  
been   used,   and   you   can   use   these   maintenance   tables   to   update   the   descrip�ons   to   those   of   your  
choice.   

Maintain   Job   Oncost   Accounts  
Cost   accounts   are   setup   at   a   group   level,   making   it   is   possible   to   set   up   a   different   set   of   on   cost   accounts  
for   each   group   code.   

Select: >Time>Company   Informa�on>More   Op�ons>Maintain   Job   Oncost   Acc’s  

Setup   Job   Oncost   Accounts  

Select    ► Job   Group   to   scan   for   the   relevant   code  

Select    ► Job   Division   to   scan   for   the   relevant   code  

 

Job   Oncost   Accounts  

Replace   this   screen  

Maintain   Linked   Transactions  
Used   when   an   employee   works   over�me   and   there   is   a   need   to   pay   an   allowance   for   each   hour.   The  
op�on   is   available   to   make   this   a   transac�on   linked   from   over�me   code   to   allowance   code.   
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Select: >Time>Company   Informa�on>More   Op�ons>Linked   Transac�on   Maintenance  

 

Payroll   Transac�ons   Link   Maintenance  

Fields  To   Complete  

Cost   Wrk   ID  Enter   the   (cos�ng)   work-id   that   will   have   the   transac�ons   linked.  

Job  To   specify   all   jobs,   enter   an   *.   

If   you   have   a   different   rate   for   a   specific   job,   enter   the   Job   Number.   

You   can   enter   an   asterisk   to   identify   groups   of   jobs   (eg.   Jobs   4335,   4337   and   4338  
can   be   entered   as   433*).  

Cost   Code  The   linked   transaction   can   be   applied   to   a   particular   cost   code   within   a   job.  

Cost   Type  The   linked   transaction   can   be   applied   to   a   particular   cost   type   within   a   job   and   cost  
code.  

Trans  Enter   the   transac�on   code   that   is   the   basis   of   the   linked   transac�on,   such   as   NT   –  
Normal   Time.   

Trans   Linked  Enter   the   transac�on   code   that   is   linked,   such   as   JSA   –   Job   Site   Allowance.  

Type  If   the   Transac�on   Type   is   “I”   then   a   single   instance   of   the   linked   transac�on   will   be  
created.  

Rate  Enter   a   rate   if   the   standard   allowance   rate   is   not   to   be   used   for   this   linked  
transac�on.  

Employee   Type  The   linked   transac�on   can   be   restricted   to   certain   employee   types  

Salaried,   Permanent,   Temporary,   Contract   or   Voluntary   Agreement.  

Leave   blank   for   all.  
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Company   Tax   Report  
This   report   presents   the   Group   Tax   and   Payroll   Tax   accumulated   during   the   current   period   and   during   the  
Financial   Year   for   each   Company   Tax   Centre   and   at   Global   level.  

The   report   is   normally   printed   before   the   period   is   closed   to   verify   values   to   be   reported   to   the   Taxa�on  
Office.  

Select: Time>Company   Informa�on>More   Op�ons>Company   Tax   Report  

You   can   select   viewing   preferences   for   the   report.   Select   the   required   report   op�on:   Spool   file   or   PDF   or  
Excel.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to   proceed?’   Click    Yes    to   proceed   or    No    to   cancel   and  
the   report   displays  

Company   Transactions   Report  
This   report   lists   all   the   Payroll   Transac�ons   defined   for   the   company.  

You   can   select   viewing   preferences   for   the   report.   Select   the   required   report   op�on:   Spool   file   or   PDF   or  
Excel.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to   proceed?’   Click    Yes    to   proceed   or    No    to   cancel   and  
the   report   displays  

Report   Fields  

Term  Defini�on  

Trn  The   Transac�on   Code   used   to   define   the   transac�on.  

Grp  The   transac�on   group   used   to   apply   the   transac�on   to   a   group   of   employees.  

Trn   Type  The   type   of   transac�on   selected   from   the   permi�ed   list   at   the   �me   the   transac�on  
was   set   up.  

Tax  The   indicator   showing   whether   the   allowance   or   deduc�on   is   taxable   or   not.  

Grp   Code  The   code   used   to   determine   the   area   into   which   the   allowance   or   deduc�on   will   be  
summarised   when   prin�ng   the   employee’s   Payment   Summaries   (Group  
Cer�ficates).  

P/R   Code  The   code   used   to   determine   the   area   into   which   the   transac�on   will   be   summarised  
when   prin�ng   the   Payroll   Tax   Report.  

Rate  The   default   rate   entered   in   the   transac�on   defini�on.  

Typ  A-   Amount,   P-   Percentage   or    S   –   Employer   Superannua�on.  

G/L   Account  The   GL   account   number   (   or   part   number)   used   to   cost   the   transac�on.   

Affix  N   –   Nominated   (complete)   GL   Account,   P   –   Prefix   or   S   –   Suffix.  

Super  Transac�on   included   in   Superannua�on   calcula�ons   (Yes/No).  
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RDO  Transac�on   included   in   RDO   calcula�ons   (Yes/No).  

Liability   Account  The   GL   account   number   used   to   pay   the   Employer   Superannua�on.  

Def  A   flag   indica�ng   whether   the   transac�on   is   one   of   the   default   transac�ons   for  
payroll   processing.   (Yes   or   No).  

M   T   D  The   value   of   transac�ons   for   the   transac�on   for   the   current   payroll   period.  

Y   T   D  The   value   of   transac�ons   for   the   transac�on   for   the   current   payroll   year.  

Cost   Code  The   default   Cost   Code   used   for   the   transac�on.  

Cost   Type  

Regular   pay  

The   default   Cost   Type   used   for   the   transac�on.  

NZ   Clients   Only.   If   this   is   a   Y,   then   the   hours   related   to   the   transac�on   code   are  
included   in   calcula�ng   the   Leave   Pay   Rate.  

 

Company   Transactions   Oncost   Report  
This   report   presents   the   summary   of   the   oncosts   calculated.  

Select: Time>Company   Informa�on>More   Op�ons>Company   Trans   OnCost   Rep  

You   can   select   viewing   preferences   for   the   report.   Select   the   required   report   op�on:   Spool   file   or   PDF   or  
Excel.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to   proceed?’   Click    Yes    to   proceed   or    No    to   cancel   and  
the   report   displays  

Report   Fields  

Fields  To   Complete  

Descrip�on  The   descrip�on   of   the   tax   code   used   to   summarise   the   values.   These   categories   are  
system   defined.  

This   Month  The   value   of   transac�ons   for   the   category   for   the   current   payroll   period.  

Last   Month  The   value   of   transac�ons   for   the   category   for   the   previous   payroll   period.  

Year   to   Date  The   value   of   transac�ons   for   the   category   for   the   current   payroll   year.  

 

Page:   62 Viewpoint   So�ware   Pty   Ltd Version:   1.0  



Payroll   Processing Release   9 Reference   Guide  

Payroll   Processing  
 

Timesheet   entry  
Timesheet   entry   provides   to   users   the   ability   to   enter   all   manual   payroll   transac�ons.   Transac�ons   may  
be   entered   against   jobs,   job   cards   or   plant   items.   When   the   payroll   transac�ons   are   posted   the   General  
Ledger   transac�ons   are   posted   and   if   there   are   pos�ngs   to   jobs   or   jobcards    there   are   addi�onal   entries  
created   in   the   Job   cos�ng   modules.   Also,   if   the   Produc�vity   module   is   ac�ve,   the   related   transac�ons   are  
reported   in   that   module.  

It   is   possible   to   restrict   the   entry   of   �mesheet   transac�ons   to   par�cular   cost   types.    See   your   Jobpac  
consultant   for   further   details.  

To   enter   manual   payroll   transac�ons   

Select:  >Time>Payroll   Processing>Timesheet   Entry   

 

Time   Sheet   Entry  

Note: Produc�vity   Code   under   Time   Sheet   Entry   can   be   made   available   to   Company   and   Employee  
Produc�vity   in   a   later   sec�on   of   this   Reference   Guide.   See:   >Time>U�li�es>Company   Produc�vity  
Maintenance   
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Fields  To   Complete  

Entry   Start   Date  Enter   the   date   the   first   transac�on   for   an   employee   is   entered.    If   you   enter  
�mesheets   once   a   week   and   itemise   them   daily,   this   is   the   date   of   the   first   day   of  
that   week.  

Employee  Enter   a   valid   Employee   Number   or   '?'   to   scan   a   list   of   valid   Employee   Numbers.  
When   a   valid   Employee   Number   is   entered,   the   previous   unprocessed   transac�ons  
for   that   employee   are   displayed.  

Payslip   This   field   indicates   the   payslip   where   the   transac�ons   will   be   printed.   The   normal  
value   is   blank   for   the   first   payslip.   

Any   value   other   than   blank   indicates   that   the   selected   transac�on   will   be   printed   in  
a   separate   payslip.   All   the   transac�ons   with   the   same   Payslip   flag   value   will   be  
printed   in   the   same   payslip.   

Docket   #  If   you   use   docket   numbers   in   your   �mesheets   enter   your   docket   number   in   this  
field.   This   field   keeps   the   informa�on   of   the   previous   entry   to   simplify   the   data  
entry   process.  

Date  Enter   the   transac�on   date.   The   date   is   used   for   RDO   calcula�ons   and   leave   history.  
For   the   first   entry   the   date   will   default   to   the   date   in   the   Entry   Start   Date,   which   you  
may   change.   Subsequent   entries   will   default   to   the   date   of   the   previous   transac�on  
to   simplify   the   data   entry   process.   

Tran   Code  Enter   or   select   a   valid   payroll   transac�on   code.  

Hours/Occur  Enter   the   number   of   hours   or   occurrences   for   this   transac�on   (eg.   Normal   Hours,  
Over�me,   Number   of   �mes   an   allowance   is   Paid)  

JC  Define   whether   the   transac�on   is   related   to   a   Job   or   a   Jobcard.   
J   -   related   to   a   Job  
C-   related   to   a   Jobcard  
Blank   -   not   Job   or   Jobcard   related.   Clear   the   field   if   you   are   not   using   the   job   fields.   

Job   J/card  If   the   JC   field   was   a   J   then   enter   a   valid   Job   Number.  

If   the   JC   field   was   a   C   then   enter   a   valid   Jobcard   Number.  

If   the   JC   field   was   a   blank   then   leave   this   field   blank  

Cost   Code/  

Work   Order  

If   the   JC   field   was   a   J   then   enter   a   valid   Cost   Code   or   Work   Order   number   for   the  
Job.  

If   the   JC   field   was   a   C   then   enter   a   valid   Jobcard   Item   Number.  

If   the   JC   field   was   a   blank   then   leave   this   field   blank  

CT  If   the   JC   field   was   a   J   then   enter   a   valid   Cost   Type   for   the   Job   and   Cost   Code   or   Work  
Order   number.  

If   the   JC   field   was   a   C   then   enter   a   valid   Cost   Type   for   the   
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  Jobcard   Item   Number.  

If   the   JC   field   was   a   blank   then   leave   this   field   blank  

Resource  If   Resource   or   Ac�vity   codes   are   used   then   enter   a   valid   resource   code.   

Prod   Code  Enter   a   valid   Produc�vity   Code   if   you   are   using   the   Produc�vity   Module   (ie.   the  
second   character   of   the   PAYROL   System   Parameter   is   'Y').  

Plant/Lab  Enter   a   valid   Plant   Number.   If   you   leave   this   field   blank   the   transac�on   is   considered  
Labour   related.   

Amount  Enter   the   Transac�on   Amount   for   those   transac�ons   that   cannot   accept   hours   or  
occurrences   (eg.   Adjustments,   Deduc�ons).  

Rate   Code  Enter   a   valid   Pay   Rate   Code   if   the   Pay   Rate   to   be   used   is   different   to   the   one  
assigned   to   the   employee   in   the   employee   master   record.  

This   is   controlled   by   the   system   parameter   EPROVR;   if   this   is   set   to   “Y”   then   the  
employee   pay   rate   (if   entered)   overrides   the   default   pay   rate   code.  

Work   Id  Enter   the   work-id   of   the   Job   to   be   charged   if   it   not   in   the   same   work-id   as   the   one  
used   to   enter   the   �mesheets.   If   used,   this   will   result   in   an   intercompany   charge.   

Descrip�on  

 

Enter   up   to   three   sets   of   descrip�on   for   the   �mesheet   entry.   This   is   extracted   in  
some   environments   and   used   for   repor�ng  

GL   Account  

 

Only   enter   a   GL   Account   when   the   transac�on   is   to   affect   the   GL   account   alone   and  
will   not   affect   Jobs   or   Jobcards.   If   Jobs   or   Jobcards   are   used   then   allow   the   default  
GL   account   to   be   used.  

There   is   no   lookup   for   the   GL   account.  

Start   /   Finish  
Date  

These   fields   can   be   used   to   filter   the   transac�ons   being   displayed   on   the   �mesheet  
entry   screen.  

Note: Produc�vity   Code   supports   the   sub   alloca�on   of   total   �me   on   a   job   to   be   more   exactly   defined.    For  
example:    8   hours   on   site   may   equate   to:   1   hour   Safety/Compliance   (toolbox   discussion),   6   hours  
lost   because   of   wet   weather,   and   1   hour   of    work…  

Click   OK   to   add   the   transac�on   to   the   �mesheet.   

 

Sidebar   Options  

New   Employee  

Select   New   Employee   from   the   side   bar   menu   to   move   the   cursor   to   the   Employee   field   and   clear   the  
screen   for   the   next   employee.  
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Auto   Allow/Deduction  

Select   Auto   Allow/Deduc�on   from   the   side   bar   menu   to   display   a   window   that   will   support   configura�on  
of   automa�c   allowances   and   Deduc�ons   defined   for   the   employee   with   an   op�on   to   modify   the  
occurrences   for   the   period.  

Counters  

Select   Counters   from   the   Side   Bar   menu   to   show   a   window   presen�ng   the   numbers   of   occurrences  
entered   by   transac�on   code.  

Employee   information  

Select   Employee   Informa�on   from   the   Side   Bar   menu   to   display   a   window   where   Tax   calcula�on   can   be  
disabled   for   the   employee   for   the   next   period.    This   menu   also   supports   default   values   for   Job   and  
defini�on   of   Cost   Centre(s).    In   addi�on   all   the   accruals   for   the   employee   are   also   displayed.  

Generate   linked   transactions  
The   program   to   Generate   Linked   Transac�ons   from   the   Payroll   Processing   menu   calls   a   submi�ed   job.  
This   program   deletes   all   exis�ng   unposted   linked   transac�ons   and   adds   new   transac�ons   to   the   payroll  
transac�on   file.   The   transac�ons   are   added   according   to   the   rules   set   out   in   the   Maintain   Linked  
Transac�ons   table   at   the   �me   that   the   program   is   run.   

For   example,   if   you   had   set   up   the   linked   transac�on   table   to   add   one   site   allowance   entry   for   every  
normal   �me   hour   and   the   employee   worked   40   hours   normal   �me   and   5   hours   over�me   then   the  
generate   link   transac�on   program   would   create   40   a   site   allowance   with   a   quan�ty   of   40.   You   would  
need   to   add   the   over�me   transac�on   to   the   table   as   well   to   include   the   over�me   in   the   site   allowance.   

There   is   no   entry   screen   for   this   program   and   the   job   is   submi�ed   to   a   batch   queue   so   no   message  
appears,   the   program   returns   to   the   menu.  

A   Linked   Transac�on   Genera�on   Error   Report   is   produced   at   the   end   of   the   process.  

Pre-Processing   Report  
This   program   prints   a   report   that   shows   what   each   employee   would   be   paid   if   the   payroll   was   run   at   the  
�me.   The   report   lists   all   pay   transac�ons   for   each   employee   for   the   selected   pay   period.   
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Payroll   Pre-Processing   Report  

Fields  Description  

From   Date  Enter   or   select   the   first   date   for   transac�ons   to   be   included   in   the   report.   Leave  
blank   for   all   transac�ons   earlier   than   the   To   Date.  

To   Date  Enter   or   select   the   last   date   for   transac�ons   to   be   included   in   the   report.   The  
default   value   will   be   the   current   System   Date.  

Start   Employee  Enter   or   select   the   first   employee   number   to   be   included   in   the   report.  

Leave   blank   for   all.  

Finish   Employee  Enter   or   select   the   last   employee   number   to   be   included   in   the   report.  

Leave   blank   for   all.  

Number   of   Pay  
Periods  

If   processing   payruns   for   mul�ple   pay   periods,   enter   the   number   of   pay   periods  
being   included.    This   will   be   used   for   the   tax   calcula�on.  

This   is   a  
Termina�on   Run  

If   employees   flagged   as   “To   be   Terminated”   are   to   be   included   in   the   report   then  
�ck   the   box.   This   defaults   to   blank   –   No.  

Generate  
automa�c  
transac�ons  

If   automa�c   transac�ons   are   to   be   included   in   the   report   then   leave   the   box   �cked.  
Automa�c   transac�ons   include   allowances   and   deduc�ons   that   are   flagged   as  
automa�c   in   the   employee’s   allowance   and   deduc�on   table   and   ERC   transac�ons  
such   as   Employer   Superannua�on   contribu�ons.  

Start  
Department  

These   three   fields   are   the   first   Department   Division   and   Loca�on   codes   to   be  
included   in   the   report.   Leave   blank   to   start   at   the   first.  
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Division  
Loca�on  

Finish  
Department  
Division  
Loca�on  

These   three   fields   are   the   last   Department   Division   and   Loca�on    codes   to   be  
included   in   the   report.   Leave   blank   to   end   at   the   last   one.  

Control   Break   at  Select   which   level   you   need   page   breaks   -   Department,   Division,   Loca�on,   or   None.   

Salary   /  
Permanent   /  
Temporary   and  
Casual   Pays  

Select   to   include   those   employees   that   are   Salaried,   Permanent   and/or   Temporary  
and   Casual.  

Weekly   /  
Fortnightly   /  
Monthly   Pays  

Select   to   include   those   employees   that   are   paid   weekly,   fortnightly   and/or   monthly.  

Pay   by   Cash   /  
Cheque   /   Bank  
Deposit  

Select   to   include   those   employees   that   are   paid   by   cash,   cheque   and/or   bank  
deposit.  

Subcontractors   /  
Bonafide  
Subcontractors  

Select   to   include   those   contractors   that   are   processed   in   the   payroll   who   are  
flagged   as   subcontractors   “C”   or   Non   Bonafide   Subcontractors   who   are   flagged   as  
“N”   on   the   employee   masterfile.  

Detail   /  
Summary  

Select   whether   you   want   the   report   to   be   detailed   or   just   summarised.  

Gross   /   Ne�  
Only  

Select   whether   you   want   to   print   Gross/Ne�   only   if   running   the   Summary   version   of  
the   report.  

 

 

 

 

 

 

 

 

 

Note:    Pre-Processing   Report   Contents  
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The   G/L   Account   column   contains   an   '*'   (asterisk)   when   the   transac�on   affects   the   WIP   account   specified  
for   a   job.   

The   Sys   column   contains   an   'S'   when   the   transac�on   has   been   generated   automa�cally   by   the   system   (ie.  
Automa�c   Allowances   or   Deduc�ons,   PAYE   Tax).   An   'R'   means   that   the   transac�on   has   been  
generated   automa�cally   and   is   related   to   RDO   accrual.  

The   Comments   column   will   show   the   reasons   why   a   transac�on   is   not   valid   (ie.   Nega�ve   Pay,   G/L  
Account   does   not   exist,   etc)  

If   the   Excel   op�on   is   selected,   then   3   Excel   Reports   are   produced.  

Detail   Report This   is   an   Excel   version   of   the   pdf  

Summary   Report This   is   one   line   per   employee,   and   can   be   used   to   check   current   pay   against   the  
previous   pay,   shows   current   accruals,   and   can   be   used   to   undertake   other   user  
reasonableness   checks.   It   is   described   below.  

Labour   Hours This   is   a   summary   of   hours   types   for   each   employee.   

Preprocessing   Report   -   Summary  

Most   columns   are   self   explanatory.   Some   are   described   below.  

Columns  Descrip�on  

Last   pay   –  
Normal   Time  

These   two   fields   display   the   data   from   the   last   pay   for   that   employee.  

Last   Pay   -  
Over�me  

These   two   fields   display   the   data   from   the   last   pay   for   that   employee  

Gross   Taxable  
Pay  

This   is   total   of   Hours   paid   plus   taxable   allowances,   less   non-taxable   deduc�ons  

Gross   Pay  This   is   total   of   Hours   paid   plus   all   allowances.  

 

 

 

Timesheet   Posting  
This   Program   posts   all   unposted   Payroll   transac�ons   within   the   range   selected.  

This   program   validates   all   the   entries   in   the   �mesheet   file   and   posts   the   cost   to   the   Jobs,   Jobcards   and  
General   Ledger   cos�ng   accounts.   The   cos�ng   entries   are   posted   at   the   cost   rate   as   calculated   and   the  
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corresponding   entries   are   posted   to   the   clearing   accounts   that   have   been   set   up,   but   the   Timesheet  
Pos�ng   program   does   not   post   the   payroll   entries;   that   is   done   in   the   Payroll   Processing   program.  

Select: >Time>Payroll   Processing>Timesheet   Pos�ng  

 

Timesheet   Pos�ng   Program  

Replace   this   screen  
Fields  To   Complete  

Start   Employee  Enter   or   select   the   employee   number   or   first   in   the   range   of   numbers   you  
want   to   work   with.   Enter   blanks   for   all.  

Finish   Employee  Enter   or   select   the   employee   number   or   last   in   the   range   of   numbers   you  
want   to   work   with.   Enter   blanks   for   all.  

Start   Department  Enter   the   Department   iden�fica�on   code   at   which   you   wish   to   start   pos�ng.  
Enter   blanks   for   all.  

Finish   Department  Enter   the   Department   iden�fica�on   code   at   which   you   wish   to   finish  
pos�ng.   Enter   blanks   for   all.  

Start   Division   Code  Enter   the   Division   iden�fica�on   code   at   which   you   wish   to   start   and   finish  
pos�ng.   Enter   blanks   for   all.  

Finish   Division   Code  Enter   the   Division   iden�fica�on   code   at   which   you   wish   to   finish   pos�ng.  
Enter   blanks   for   all.  

Start   Loca�on   Code  Enter   the   Loca�on   iden�fica�on   code   at   which   you   wish   to   start   pos�ng.  
Enter   blanks   for   all.  

Finish   Loca�on   Code  Enter   the   Loca�on   iden�fica�on   code   at   which   you   wish   to   finish   pos�ng.  
Enter   blanks   for   all.  
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Start   Date  Enter   or   select   the   first   date   for   �mesheet   pos�ng.   Note   that   by   using   these  
dates,   �mesheets   can   be   entered   before   they   are   needed,   for   example   back  
pays   or   leave   transac�ons.  

Finish   Date  Enter   or   select   the   last   date   for   �mesheet   pos�ng.   

Delete   Subcontract  
Transac�ons  

Subcontractors   �mesheets   may   be   entered   in   the   �mesheet   program.   They  
are   not   removed   by   the   Payroll   Processing   program   because   they   are   not  
associated   with   employees.   Tick   this   box   to   remove   subcontract   transac�ons  
from   the   payroll   transac�on   file   to   the   date   specified   below.  

Delete   SC  
Transac�ons   to   Date  

Enter   the   date   up   to   which   the   subcontract   transac�ons   will   be   deleted   from  
the   payroll   transac�on   file.   The   default   is   blank   which   will   leave   the  
transac�ons   undeleted.  

Create   RCTI  
Transac�ons   for  
Subbies  

If   the   subcontractors   whose   transac�ons   are   to   be   processed   are   linked   to   a  
creditor   then   an   AP   invoice   can   be   created   for   the   �mesheets   posted   in   the  
run.   

If   Yes,   Period   End   Date  Enter   the   date   to   which   the   AP   transac�ons   apply.  

Payroll   Processing  
To   access   Payroll   Processing   select: >Time>Payroll   Processing>Payroll   Processing  

Enter   a   pay   run   number   or   allow   the   system   to   select   the   next   sequen�al   number.  

 

Pay   Run   Number  

Note:   As   a   guide   0001   is   typically   assigned   to   the   first   pay   run   of   the   financial   year.  

Payroll   Processing   not   only   process   the   pays,   it   includes   the   calcula�on   of   Sick,   Annual   and   Long   Service  
Leave   accruals.    If   the   interface   to   the   General   Ledger   (G/L)   is   enabled   then   a   report   showing   the   details  
of   the   transac�ons   to   be   considered   for   the   pos�ng   is   printed   and   a   summary   of   the   payroll   transac�ons  
is   posted   to   the   General   Ledger   accounts.   The   program   also   clears   the   on-cost   entries   that   were   posted  
in   the   �mesheet   pos�ng   step.  
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Payroll   Processing  

This   screen   enables   you   to   specify   which   employees   and   which   transac�ons   are   to   be   included   in   this  
Pay   Run.   

Fields  To   Complete  

Pay   Run   Number  The   run   number   is   displayed.  

Start   Date  Enter   or   select   the   first   date   for   transac�ons   to   be   processed.   Note   that   by  
using   these   dates,   transac�ons   that   are   entered   outside   the   date   range   can  
be   excluded   from   the   pay   run.  

Finish   Date  Enter   or   select   the   last   date   for   payroll   pos�ng.   

Start   Employee  Enter   or   select   the   employee   number   or   first   in   the   range   of   numbers   you  
want   to   work   with.   Enter   blanks   for   all.  

Finish   Employee  Enter   or   select   the   employee   number   or   last   in   the   range   of   numbers   you  
want   to   work   with.   Enter   blanks   for   all.  

Number   of   Pay  
Periods  

If   processing   payruns   for   mul�ple   pay   periods,   enter   the   number   of   pay  
periods   being   included.    This   will   be   used   for   the   tax   calcula�on.  

This   is   a   Termina�on  
Run  

Check   this   box   if   you   want   the   pay   run   to   include   employees   flagged   as  
terminated.   If   the   employee   has   been   flagged   as   “:To   be   Terminated   in   the  
next   Pay   Run”   in   the   Terminate   Employee   program   then   the   employee   will  
have   their   status   changed   to   Terminated   and   the   final   tax   entries   will   be  
posted   and   included   in   the   pay   run.   

Generate   automa�c  
transac�ons  

If   automa�c   transac�ons   are   to   be   included   in   the   report   then   leave   the   box  
�cked.  
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  Automa�c   transac�ons   include   allowances   and   deduc�ons   that   are   flagged  
as   automa�c   in   the   employee’s   allowance   and   deduc�on   table   and   ERC  
transac�ons   such   as   Employer   Superannua�on   contribu�ons.  

Addi�onally,   ERC   transac�ons   that   have   an   entry   in   the   ERC   liability   account  
will   have   the   transac�on   will   have   the   actual   ERC   value   posted   to   the   ERC  
liability   account   rather   than   the   calculated   value   from   the   on-cost  
calcula�on.   

Start   Department  
Division   

Loca�on  

These   three   fields   are   the   first   Department   Division   and   Loca�on   codes   to  
be   included   in   the   report.   Leave   blank   to   start   at   the   first.  

Finish   Department  
Division   Loca�on  

These   three   fields   are   the   last   Department   Division   and   Loca�on   codes   to  
be   included   in   the   report.   Leave   blank   to   end   at   the   last   one.  

Control   Break   at  Select   which   level   you   need   page   breaks   -   Department,   Division,   Loca�on,  
or   None.   

Salary   /   Permanent   /  
Temporary   and   Casual  
Pays  

Select   to   include   those   employees   that   are   Salaried,   Permanent   and/or  
Temporary   and   Casual.  

Weekly   /    Fortnightly   /  
Monthly   Pays  

Select   to   include   those   employees   that   are   paid   weekly,   fortnightly   and/or  
monthly.  

Pay   by   Cash   /   Cheque  
/   Bank   Deposit  

Select   to   include   those   employees   that   are   paid   by   cash,   cheque   and/or  
bank   deposit.  

GL   Pos�ng   Summary  
Report   Sequence  

This   op�on   enables   you   to   select   how   the   report   summary   is   printed.  

GL   Account   and   then   by   Employee   No.   OR  

Add   a   break   between   employees   for   Dept.   Div.   &   Locn.  

Submit   Payroll   Process  
to   Batch  

This   op�on   enables   you   to   run   the   payroll   as   a   batch   job   (normal   op�on)   or  
run   the   program   interac�vely.  

It   is   usually   run   in   batch   because   the   program   uses   a   lot   of   system  
resources.   The   batch   queue   is   configured   to   run   large   jobs   and   the  
interac�ve   subsystem   is   configured   to   run   many   small   jobs,   so   running   the  
program   interac�vely   can   delay   the   pos�ng   and   slow   down   other   users.  

 

There   is   a   check   to   ensure   that   no   other   users   are   accessing   areas   of   the   payroll   that   are   needed   by   the  
payroll   processing   program.   If   there   are   then   the   following   message   will   appear.  
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Display   Report  

Payroll   Reversal  
The   payroll   reverses   the   payroll   entries   selected   and   creates   a   set   of   general   ledger   transac�ons   that  
post   the   reversal.   Note   that   the   �mesheet   pos�ngs   are   also   reversed.   

Select   the   payroll   reversal   program   >Time>Payroll   Processing>Payroll   Reversal.  

Enter   the   run   number   to   be   reversed.  

 

Payroll   Reversal  

Replace   this   screen  
Fields  To   Complete  

Run   Date  The   pay   run   date   of   the   original   run   is   shown.  

Start   Employee  Enter   or   select   the   employee   number   or   first   in   the   range   of   numbers   you   want   to  
work   with.   

Page:   74 Viewpoint   So�ware   Pty   Ltd Version:   1.0  



Payroll   Processing Release   9 Reference   Guide  

 

Finish   Employee  Enter   or   select   the   employee   number   or   last   in   the   range   of   numbers   you   want   to  
work   with.   Leave   the   employee   fields   blanks   to   reverse   the   complete   payroll.  

Start   Department  
Division   Loca�on  

These   three   fields   are   the   first   Department   Division   and   Loca�on    codes   to   be  
included   in   the   report.   Leave   blank   to   start   at   the   first.  

Finish   Department  
Division   Loca�on  

These   three   fields   are   the   last   Department   Division   and   Loca�on    codes   to   be  
included   in   the   report.   Leave   blank   to   end   at   the   last   one.  

Control   Break   at  Select   which   level   you   need   page   breaks   -   Department,   Division,   Loca�on,   or  
None.   

Salary   /  
Permanent   /  
Temporary   and  
Casual   Pays  

Select   to   include   those   employees   that   are   Salaried,   Permanent   and/or  
Temporary   and   Casual.  

Weekly   /  
Fortnightly   /  
Monthly   Pays  

Select   to   include   those   employees   that   are   paid   weekly,   fortnightly   and/or  
monthly.  

Pay   by   Cash   /  
Cheque   /   Bank  
Deposit  

Select   to   include   those   employees   that   are   paid   by   cash,   cheque   and/or   bank  
deposit.  

GL   Pos�ng  
Summary   Report  
Sequence  

This   op�on   enables   you   to   select   how   the   report   summary   is   printed.  

GL   Account   and   then   by   Employee   No.   OR  

Add   a   break   between   employees   for   Dept.   Div.   &   Locn.  

 

The   reversal   program   prints   a   Payroll   Reversal   Trace   Report   showing   a   summary   of   the   reversal,   a  
Timesheet   Entry   Pos�ng   Report   showing   the   reversal   of   the   �mesheets   and   a   General   Ledger   Pos�ng  
Summary.  

Print   Pay   Slips  
To   print   pay   slips,   select: >Time>Payroll   Processing>Print   Payslips.  
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Print   Pay   Packet   Details  

Replace   this   screen  
Fields  To   Complete  

Pay   Run  
Number  

Enter   the   pay   run   number   for   which   the   payslips   are   to   be   printed.  

Financial   Year  Leave   this   field   blank   if   the   payslips   are   for   the   current   financial   year.   If   the   payslips  
are   to   be   printed   for   a   prior   financial   year,   a�er   the   payroll   period   has   been   rolled,  
then   enter   the   financial   year   of   the   payslips   to   be   printed.   If   it   pay   run   number   for  
which   the   payslips   are   to   be   printed.  

Period   Paid  These   two   dates   appear   on   the   payslip   as   the   from   and   to   dates   for   the   pay   period,  
they   have   no   affect   on   the   process.  

Start   Employee  Enter   or   select   the   employee   number   or   first   in   the   range   of   numbers   you   want   to  
work   with.   Enter   blanks   for   all.  

Finish   Employee  Enter   or   select   the   employee   number   or   last   in   the   range   of   numbers   you   want   to  
work   with.   Enter   blanks   for   all.  

Start  
Department  
Division  
Loca�on  

These   three   fields   are   the   first   Department   Division   and   Loca�on    codes   to   have  
payslips   printed.   Leave   blank   to   start   at   the   first.  

Finish  
Department  
Division  
Loca�on  

These   three   fields   are   the   last   Department   Division   and   Loca�on    codes   to   have  
payslips   printed.   Leave   blank   to   end   at   the   last   one.  
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Control   Break   at  Select   which   level   you   need   page   breaks   -   Department,   Division,   Loca�on,   or   None.   

Salary   /  
Permanent   /  
Temporary   and  
Casual   Pays  

Select   to   include   those   employees   that   are   Salaried,   Permanent   and/or   Temporary  
and   Casual.  

Weekly   /  
Fortnightly   /  
Monthly   Pays  

Select   to   include   those   employees   that   are   paid   weekly,   fortnightly   and/or   monthly.  

Pay   by   Cash   /  
Cheque   /   Bank  
Deposit  

Select   to   include   those   employees   that   are   paid   by   cash,   cheque   and/or   bank  
deposit.  

Print   in   Paypoint  
and   Employee  
Surname  
Sequence  

The   paypoint   is   entered   on   the   employee   masterfile.  

 

Message  It   is   possible   to   add   a   message   to   the   payslip   such   as   “Merry   Christmas   to   All   Staff”.  
It   is   two   50   character   lines   and   is   not   edited.  

 

The   format   of   the   payslips   depends   on   whether   the   report   spool   file   is   reforma�ed   by   another   program  
such   as   JOM   before   it   is   printed.   The   basic   report   is   shown   below.  

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX  

PAYSLIP   EXAMPLE   HERE  

The   leave   and   tax   informa�on   printed   at   the   bo�om   of   the   can   be   changed   by   se�ng   various   parameter  
switches   on   and   off.    See   your   Jobpac   consultant   for   further   details.  

Electronically   Transfer   Pay  
To   create   a   payroll   file   for   electronic   transfer   to   the   bank,   select   Electronic   Transfer   from   the   Payroll  
Processing   menu.   

 

Payroll   Transac�ons   to   Bank   

Fields  To   Complete  

Start   Run   No  Enter   the   pay   run   number   at   the   beginning   of   the   range   you   want   to   create   the  
payroll   file   for.  

Page:   77 Viewpoint   So�ware   Pty   Ltd Version:   1.0  



Payroll   Processing Release   9 Reference   Guide  

Finish   Run   No  Enter   the   pay   run   number   at   the   end   of   the   range   you   want   to   create   the   payroll   file  
for.   In   most   cases   the   'Start'   and   'Finish'   Run   Numbers   are   the   same.  

Date   to   be  
processed   at  
Bank  

Enter   the   date   you   want   the   bank   to   process   the   transac�ons.  

 
Select   OK   to   generate   the   file.  

This   program   generates   a   file   in   a   format   acceptable   to   most   banks.  

Note: This   file   does   not   get   transferred   to   the   bank   from   within   the   job   had   menu.    There   is   a   separate  
program   to   transfer   the   file   which   is   generally   transferred   to   PC   to   be   uploaded   into   a   program  
provided   by   the   Bank   and   which   included   various   edi�ng   and   security   rou�nes.   See   your   Jobpac  
consultant   for   further   details   on   how   to   set   up   this   transfer.  

Note: No   general   ledger   transac�on   is   created   for   this   transfer   by   the   program.    It   is   necessary   to  
account   for   the   bank   transfer   through   another   John   Pac   program   such   as   a   direct   debit   entry.  

Subcontract   Processing  
The   subcontract   processing   program   runs   a   report   called   the   Payroll   Preprocessing   Report   for  
Contractors.   This   program   processes   subcontract   transac�ons,   which   are   not   processed   by   the   Payroll  
Processing   program   because   they   are   contractors.   It   produces   a   similar   report.   It   includes   an   op�on   to  
delete   transac�ons   for   subcontracts   prior   to   a   selected   date   so   that   they   can   be   deleted   from   the   payroll  
transac�ons   file.  

 

Payroll   Pre   Processing   Report   for   Contractors  
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Replace   this   screen  

 

Fields  Description  

Run   Date  Enter   or   select   the   date   for   the   report   to   be   run.   See   below   for   further   op�ons   for  
contractors.  

Start   Employee  Enter   or   select   the   first   employee   number   to   be   included   in   the   report.  

Leave   blank   for   all.  

Finish   Employee  Enter   or   select   the   last   employee   number   to   be   included   in   the   report.  

Leave   blank   for   all.  

This   is   a  
Termina�on   Run  

If   employees   flagged   as   “To   be   Terminated”   are   to   be   included   in   the   report   then   �ck  
the   box.   This   defaults   to   blank   –   No.  

This   is   not   generally   used   for   contractors.  

Generate  
automa�c  
transac�ons  

If   automa�c   transac�ons   are   to   be   included   in   the   report   then   leave   the   box   �cked.  
Automa�c   transac�ons   include   allowances   and   deduc�ons   that   are   flagged   as  
automa�c   in   the   employee’s   allowance   and   deduc�on   table   and   ERC   transac�ons  
such   as   Employer   Superannua�on   contribu�ons.  

Start  
Department  
Division   

Loca�on  

These   three   fields   are   the   first   Department   Division   and   Loca�on    codes   to   be  
included   in   the   report.   Leave   blank   to   start   at   the   first.  

Finish  
Department  
Division  
Loca�on  

These   three   fields   are   the   last   Department   Division   and   Loca�on    codes   to   be  
included   in   the   report.   Leave   blank   to   end   at   the   last   one.  

Control   Break   at  Select   which   level   you   need   page   breaks   -   Department,   Division,   Loca�on,   or   None.   

Salary   /  
Permanent   /  
Temporary   and  
Casual   Pays  

Select   to   include   those   employees   that   are   Salaried,   Permanent   and/or   Temporary  
and   Casual.  

Weekly   /  
Fortnightly   /  
Monthly   Pays  

Select   to   include   those   employees   that   are   paid   weekly,   fortnightly   and/or   monthly.  

Pay   by   Cash   /  
Cheque   /   Bank  
Deposit  

Select   to   include   those   employees   that   are   paid   by   cash,   cheque   and/or   bank   deposit.  
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Subcontractors   /  
Bonafide  
Subcontractors  

Select   to   include   those   contractors   that   are   processed   in   the   payroll   who   are   flagged  
as   subcontractors   “C”   or   Non   Bonafide   Subcontractors   who   are   flagged   as   “N”   on   the  
employee   masterfile.  

Detail   /  
Summary  

Select   whether   you   want   the   report   to   be   detailed   or   just   summarised.  

Include  
Transac�ons  
From   &   To  

Enter   or   select   the   first   date   for   transac�ons   to   be   processed   and   the   last   date   to   be  
included.   Note   that   by   using   these   dates,   transac�ons   that   are   entered   outside   the  
date   range   can   be   excluded   from   the   report.  

Delete  
Transac�ons  
Prior   To  

Transac�ons   with   a   date   earlier   than   this   date   will   be   deleted   from   the   payroll  
transac�on   file.  
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Electronic   Timesheets   (E-TS)  
The   Timesheet   Entry   allows   for   the   entry   of   all   �me   based   payroll   transac�ons.   Each   transac�on   must   be  
allocated   to   a   Job,   a   Plant   Item   or   a   Property.   For   �mesheet   entry   a   user   may   have   the   responsibility   for  
entering   only   their   own   �me   or   the   �mesheet   for   other   employees   as   well.  

It   is   usual   to   set   up   a   managerial   approval   process   for   these   �mesheets   so   that   each   employee’s  
manager   approves   the   �mesheet   before   it   is   posted.   The   approval   of   �mesheets   may   be   delegated   to  
another   employee   indefinitely   or   for   a   nominated   interval.   Jobpac   defines   a   ‘Line   Manager’   as   the  
person   that   approves   the   �mesheets   of   a   ‘Workgroup’   or   the   employees   for   which   the   manager   is  
responsible.   These   will   be   setup   during   installa�on   and   can   be   changed   at   any   �me.  

E-TS   is   linked   to   the   Job   Cos�ng   and   Payroll   module   and   will   populate   these   database   files   by   running   a  
batch   job   pos�ng   the   �mesheets   once   the   appropriate   approvals   have   been   performed.   

To   use   the   E-TS   module   the   employee   must   be   setup   in   the   Jobpac   Payroll   Module   and   the   E-TS   module  
uses   some   of   the   standard   payroll   files   and   programs.   It   is   possible   to   use   the   E-TS   module   for   �mesheet  
cos�ng   alone;   it   is   not   necessary   to   use   the   Jobpac   Payroll   module   for   your   payroll   processing   if   you   use  
the   Jobpac   E-TS.  

Because   users   may   need   to   enter   their   own   �mesheets   for   payroll   purposes,   this   document   covers   the  
basic   tasks   associated   with   �mesheet   entry   using   the   E-TS   system   but   it   only   covers   the   other   func�ons  
in   E-TS   briefly.   For   more   details   refer   to   the   Reference   Manual   for   Electronic   Timesheets  

Entering   a   timesheet  
To   enter   a   new   �mesheet   or   modify   an   exis�ng   one,   select: >Time>E-Timesheets>E-Timesheet   Entry  

The   �mesheet   for   the   current   week   will   be   displayed.  

 

Timesheet   Entry  
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Fields  To   Complete  

Week   Ending   When   you   first   open   the   Timesheet   for   entry   this   date   will   default   to   end   of   the  
current   week.   You   can   use   the   arrow   keys   to   move   forward   or   backward   in   �me.   As  
the   week   changes,   the   start   and   finish   dates   of   the   week   changes   automa�cally.  

Start/Finish  
Time  

You   may   enter   the   start   �me   and   finish   �mes   (in   24   hour   clock   format).  

Job   Number  Enter   the   job   number   you   are   working   on   or   select   the   job   by   right   clicking   and  
selec�ng   the   job   from   the   list.  

Cost   Code  Enter   the   cost   code   to   a�ribute   the   job   to   or   select   it   by   right   clicking   and   selec�ng  
the   cost   code   from   the   list.   If   you   select   from   the   list   both   the   cost   code   and   cost  
type   will   be   selected.  

Type  Enter   the   job   type   or   select   it   by   right   clicking   and   selec�ng   the   cost   type   from   the  
list.  

Tran  Enter   the   transac�on   code   or   select   it   by   right   clicking   and   selec�ng   from   the   list.   If  
a   default   has   been   set   up   then   leaving   it   blank   will   use   the   default   transac�on   code,  
usually   a   normal   �me   code.  

Project   name  The   name   of   the   project   will   automa�cally   appear   when   you   have   selected   the   job  
number.   You   can   toggle   through   various   descrip�ons   by   selec�ng   Toggle   Descrip�on  
from   the   menu   to   the   le�.   Other   descrip�ons   available   are:   Cost   Centre   descrip�on,  
Weekly   Comment   and   Revenue.  

Sat-Fri  Enter   the   number   of   hours   worked   each   day   during   that   week   for   each   job.  

 

Selec�ng   a   job   search   will   call   the   standard   job   search   program.   Select   the   appropriate   scans   to   display  
the   jobs   (or   plant   items   or   development   jobs)   and   right   click   and   select   the   appropriate   entry.  

 
Job   Search   Scans  
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Selec�ng   a   cost   centre   search   will   call   the   standard   cost   centre   search   program   for   the   job   you   have  
selected.   You   can   limit   the   display   by   cost   centre   prefix,   cost   type,   cost   centre   descrip�ons   containing  
entered   characters   and   cost   centre   status.   The   example   below   shows   only   ac�ve   cost   centres.  

Right   click   on   the   appropriate   entry   and   press   Select.  

 

Cost   Centre   Scan  

Enter   the   �me   to   be   charged   to   the   job   in   the   appropriate   cell.  

  

Timesheet   Entry  

The   user   can   enter   a   brief   descrip�on   of   the   ac�vity   undertaken,   use   the   Select   key   [F4]   which   will   call  
the   text   entry   screen.   Enter   a   descrip�on.  
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Timesheet   Detail   View  

Entering   a   descrip�on   for   the   entry   will   change   the   �me   display   to   a   cell   with   a   reverse   image   display.  

Further   dissec�on   of   the   �me   within   the   selected   cost   code   and   type   is   possible.    By   selec�ng   the  
Dissec�ons   bu�on   the   user   is   able   to   enter   up   to   nine   lines   with   a   descrip�on   that   give   more   details   of  
the   entry.   If   Ac�vity   codes   are   used   then   they   are   entered   in   this   screen.  

Press   Enter   to   complete   the   transac�on   and   Cancel   to   return   to   the   previous   screen.  

 

Timesheet   Detail   Dissec�ons  

Fields  To   Complete  

Details   For  The   name   of   the   employee.  

Date  Date   the   work   is   performed.  

Project  Job,   Plant   Item   or   Property   the   work   is   performed   on.   

Cost   Centre  Cost   Code   and   Cost   Type.  

Trans   Code  The   type   of   hour   worked,   usually   normal   �me.  

Hours  The   hours   worked   expressed   as   a   decimal   –   e.g.   8.50   for   8   hours   30   minutes.  
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Act   Code  The   valid   ac�vity   code   assigned   to   the   work.  

Comment  A   descrip�on   of   the   work.   This   may   be   extracted   in   some   cases.  

Timesheet   Detail   Dissec�ons  

Entering   Times   using   the   Time   Clock  

There   is   a   Time   Clock   func�on   in   the   main   �mesheet   display   and   a   Time   Clock   op�on   in   the   detail   entry  
above.   Both   op�ons   call   the   same   program   but   if   you   select   an   empty   cell   for   a   job,   cost   code   and   cost  
type   that   has   already   been   used   for   the   week   then   you   will   not   need   to   enter   these   cos�ng   details.  

Click   on   the   Start   Time   Clock   bu�on   and   the   screen   will   be   displayed.   The   op�on   will   not   be   available   if  
there   are   already   entries   for   the   cost   centre   for   the   day   being   used.  

 

Time   Clock  

When   the   work   is   compete   then   click   on   the   Stop   Clock   bu�on.   

Note: There   is   a   Restart   Clock   op�on   to   allow   for   interrup�ons   that   are   not   to   be   included   in   the   �me  
record;   using   this   op�on   will   con�nue   the   �me   collec�on   and   include   the   �me   in   the   entry.  

 

Restart   Clock   op�on  

When   complete,   click   on   the   Create   �mesheet   entry   bu�on   and   a   �mesheet   entry   will   be   created.  
Please   note   that   unless   a   different   minimum   and   rounding   value   has   been   specified   then   entries   less  
than   eight   minutes   will   create   a   zero   entry   (that   you   can   over-ride)   and   it   will   round   the   �me   charged   to  
the   nearest   15   minutes.  
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The   default   descrip�on   is   of   the   �me   started   and   the   es�mated   dura�on.   The   user   is   able   to   replace   that  
descrip�on   with   an   alterna�ve   descrip�on.   

 

Time   Clock   Descrip�on  

Click    OK    to   accept   and   update   the   totals   on   the   �mesheet   and   then    Cancel    to   return   to   the   previous  
screen.  

Comple�ng   the   Timesheet   –   Employee   OK  

When   all   the   entries   for   a   week   have   been   completed   then   the   user   can   flag   the   entries   as   complete   by  
using   the   Employee   OK   func�on   on   the   sidebar.   

 

Employee   OK   Func�on  

Once   the   Employee   OK   func�on   has   been   selected,   the   status   of   the   �mesheet   changes   to   1-   Approved  
by   Employee   and   the   date   and   �me   of   the   approval   is   shown   on   the   �mesheet   entry   screen.  

Un�l   the   �mesheet   is   approved   by   the   manager   or   sent   to   accounts   for   pos�ng,   the   user   can   select   the  
In   Progress   func�on   on   the   sidebar   menu   to   return   it   to   “Entry   in   Progress”  
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E-Timesheet   Approval   (Reviewing   Timesheets)  
If   a   user   has   been   set   up   as   a   Line   Manager   then   they   can   approve   �mesheets   and   pass   them   to  
accounts   for   processing.  

The   user   signs   on   to   the   Timesheet   Approval   program   and   the   �mesheets   for   the   employees   who   have  
been   assigned   to   the   Line   Manager   are   displayed.  

Select >Time>Timesheets>E-Timesheet   Approval  

 

Timesheet   Approval   program  

The   Line   Manager   can   select   each   weeks   �mesheets   and   review   them,   send   them   to   Accounts   for  
pos�ng   or   send   an   email   to   the   employee’s   email   address   if   there   is   a   query   about   the   �mesheet.  

Viewing   the   details   call   up   the   weeks   �mesheet   where   the   line   manager   can   edit   the   details   or   return  
the   �mesheet   to   entry   status   for   the   employee   to   correct.   

 

Timesheet   Entry   status  

If   the   �mesheet   is   approved   then   the   Line   Manager   can   use   the   Send   To   Accounts   func�on   and   the  
�mesheet   will   be   Posted   to   the   various   cost   accounts   and   marked   as   Sent   to   Accounts.   

Project   Managers   Review  
There   is   a   review   func�on   available   by   project   managers   before   the   Line   Manager   approval.   This   is   not  
normally   used   as   it   delays   the   approval   and   pos�ng   of   �mesheets.   See   your   Jobpac   Consultant   to   obtain  
more   details   and   to   set   up   the   tables   and   programs   for   this   op�on.  
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Select: >Time>E-Timesheets>Project   Managers   Review  

 

Timesheet   Pending   Approval  

Fields  To   Complete  

User  The   user   who   is   signed   on.  

Project   Manager  The   user-id   of   the   project   manager   assigned   to   the   job   and   the   name   of   the   user  
assigned   in   the   User   

Job  The   job   number   assigned   to   the   project   manager.  

Job   Name  The   job   name   from   the   job   file.  

Normal  Normal   hours   to   be   reviewed   in   �mesheets.   

Over�me  Over�me   hours   to   be   reviewed   in   �mesheets.  

Employee   Forecasting  
There   is   program   that   enables   users   to   enter   the   forecast   of   the   �me   that   they   plan   to   spend   against  
each   debtor,   and   each   job.   The   standard   hours   for   each   employee   is   displayed   at   the   bo�om   of   the   entry  
fields   to   assist   users   to   account   for   all   hours.  

The   informa�on   entered   in   this   program   can   be   extracted   and   used   to   forecast   billings.   See   your   Jobpac  
Consultant   to   obtain   more   details   and   to   set   up   the   tables   and   programs   for   this   op�on.  
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Employee   Forecas�ng  

E-TS   User   Maintenance  
This   is   a   program   that   is   used   to   allow   users   to   enter   �mesheets   either   for   themselves   or   others   and   sets  
up   who   can   approve   �mesheets.   See   your   Jobpac   Consultant   to   obtain   more   details   and   to   set   up   the  
tables   and   programs   for   this   op�on.  

Included   in   this   op�on   is   a   func�on   that   enables   a   user   to   set   up   groups   of   employees,   to   copy   the   group  
across   to   another   user,   to   delete   users   from   E-TS   and   to   delegate   �mesheet   approval   authority   to  
another   user   for   a   defined   period.  
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E-TS   User   Maintenance  

Fields  To   Complete  

User  The   user   for   the   E-TS   system.  

Employee  
Number  

The   employee   key   for   the   E-TS   user   in   the   employee   masterfile.   This   may   not   be   the  
same   as   the   user-id.   

Name  The   user’s   from   the   employee   masterfile.  

LM  Line   manager   -   “Y”   if   the   user   is   a   Line   Manager,   otherwise   N   for   No.   

AT  Approve   Timesheets   -   Set   to   “Y”   if   the   user   can   Approve   Timesheets   otherwise   “N”  

Sec   Lvl  The   Security   Level   of   the   user   in   the   Jobpac   CMS   Menu   access    table.  

MS  The   Menu   System   assigned   to   the   user   in   the   Jobpac   CMS   Menu   table.  

A/C  The   menu   number   assigned   to   line   one   in   the   user’s   CMS   Menu   access   table.   This   was  
the   Accounts   menu   in   a   previous   release   of   Jobpac  

Prj  The   menu   number   assigned   to   line   two   in   the   user’s   CMS   Menu   access   table.   This   was  
the   Projects   menu   in   a   previous   release   of   Jobpac  

Sys  The   menu   number   assigned   to   line   three   in   the   user’s   CMS   Menu   access   table.   This   was  
the   System   Administra�on   menu   in   a   previous   release   of   Jobpac  

Oth  The   menu   number   assigned   to   line   four   in   the   user’s   CMS   Menu   access   table.   This   was  
the   Other   (Payroll)   menu   in   a   previous   release   of   Jobpac.  

Chasing   Up   Timesheets  
This   is   a   program   that   scans   �mesheet   entries   and   sends   emails   to   employees   who   have   not   met   certain  
preset   criteria.   See   your   Jobpac   Consultant   to   obtain   more   details   and   to   set   up   the   tables   and   programs  
for   this   op�on.  

Maintaining   eContacts  

 

Email   Contact    Maintenance  
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Fields  To   Complete  

Type  This   displays   the   code   for   the   type   of   contact   (e.g.   Employee,   Creditor,   …)   listed   in   the  
display.   In   this   instance   the   selec�on   is    usually   restricted   to   Employees   and   Users.   

Type  
Descrip�on  

A   full   descrip�on   of   the   type   of   contact   listed   in   the   display.  

Code  The   relevant   masterfile   code.   In   this   instance   it   will   usually   be   the   code   for   the  
employee’s   key   (E)   or   the   user-id   (U).  

Code  
descrip�on  

The   name   of   the   employee   or   the   user’s   name   form   the   menu   files   will   be   shown.  

Seq   #  The   sequence   number,   which   usually   starts   at   10.   It   is   possible   for   employees   and  
users   to   have   more   than   one   email   address.  

Email   address  The   email   address   of   the   employee   or   user.   Note   –   there   is   no   valida�on   of   this   entry.  

 

Page:   91 Viewpoint   So�ware   Pty   Ltd Version:   1.0  



Payroll   Processing Release   9 Reference   Guide  

Utilities  
This   sec�on   describes   the   u�li�es   available   for   the   Payroll   system.  

Recalculate   Entitlements  
To   recalculate   the   leave   accruals   up   to   a   specified   date   select   Recalculate   En�tlements   from   the   U�li�es  
menu.   Normally   the   calcula�on   of   en�tlements   is   done   automa�cally   as   part   of   payroll   processing.  

Enter   the   date   up   to   when   the   en�tlements   are   calculated.  

The   program   will   recalculate   en�tlements   as   at   the   date   entered.   This   could   be   used   to   calculate  
en�tlements   to   a   date   that   does   not   coincide   with   the   last   payroll   period,   for   example   the   31 st    December  
when   the   last   pay   for   the   year   was   the   23 rd    December.   

 
 

Date   for   En�tlements       can   now   run   a   program   to   calculate   up   un�l   a   certain   date.   

Refer   to   Issue   4   on   Sheet   2   of   excel   issues   list   for   Payroll   Processing??  

Fields  To   Complete  

Date   for  
En�tlements  

Enter   the   date   up   to   which   the   en�tlements   are   to   be   calculated.  
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Productivity  
The   Produc�vity   Menu   enables   users   to   allocate   code   to   ac�vi�es   so   that   work   can   be   recorded   against  
standard   codes   across   the   company.   

Select: >Time>U�li�es>Produc�vity>Company   Produc�vity.   

Note: The   same   pay   code   can   be   repeated   in   �mesheet   entry   so   that   it   is   possible   to   allocate   �me   to  
more   than   one   produc�vity   code.   For   example   there   may   be   three   normal   �me   entries   totalling   40  
hours,   38   hours   produc�ve   �me,   1   ½   hours   unproduc�ve   wet   weather   delay   and   ½   hour   toolbox  
mee�ng.  

Company   Productivity   Maintenance  
Select: Time>U�li�es>Produc�vity>Company   Produc�vity   Maintenance  

To   add   and   modify   Company   Productivity   Codes  

 

Company   Produc�vity   Maintenance  

Term  Definition  

Number  Enter   a   produc�vity   code.   It   is   a   3-character   field   which   could   be   numeric   (001-999)  
or   alpha   (eg.   TRN,   EDU,   PRD)  

Descrip�on  Enter   a   descrip�on   for   the   Produc�vity   code.  

P  Enter   whether   the   Produc�vity   code   is   produc�ve   or   not.   

Y=Yes   or   N=No  

Week-to   date  This   field   will   show   the   hours   recorded   against   the   produc�vity   code   of   the  
week-to-date.  

Month-to-date  This   field   will   show   the   hours   recorded   against   the   produc�vity   code   of   the   year   to  
date.  

Year-to-date  This   field   will   show   the   hours   recorded   against   the   produc�vity   code   of   the   year   to  
date.  
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Employee   Productivity   Report  
This   report   presents   the   detail   of   the   transac�ons   entered   through   �mesheet   entry   related   to  
produc�vity   codes   by   employee   and   by   date.    The   total   of   normal   hours,   over�me   and   the   amount  
charged   to   the   job   is   also   provided.  

At   the   end   of   each   employee   a   summary   of   hours   worked   by   produc�vity   code   is   available.  

Select: Time>U�li�es>Produc�vity>Employee   Produc�vity  

You   can   also   select   viewing   preferences   for   the   report.   Select   the   required   report   op�on:   Spool   file   or  
PDF.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to   proceed?’   Click    Yes    to   proceed   or    No    to   cancel   and  
the   report   displays.  

Company   Productivity   Report  
This   report   presents   a   summary   of   produc�vity   codes   showing   in   two   different   columns   the   percentages  
of   �me   worked   in   produc�ve   and   non-produc�ve   ac�vi�es   (Week   to   date,   Month   to   date   and   Year   to  
date).  

Select: Time>U�li�es>Produc�vity>Company   Produc�vity   Report  

You   can   also   select   viewing   preferences   for   the   report.   Select   the   required   report   op�on:   Spool   file   or  
PDF.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to   proceed?’   Click    Yes    to   proceed   or    No    to   cancel   and  
the   report   displays.  

Employee   Job  
This   report   presents   all   the   transac�ons   entered   through   �mesheet   entry   which   are   related   to  
produc�vity   codes   giving   a   subtotal   by   job   and   by   employee   of   hours   worked   and   amounts   charged   to  
the   jobs.   

Select: Time>U�li�es>Produc�vity>Employee   Job  

You   can   also   select   viewing   preferences   for   the   report.   Select   the   required   report   op�on:   Spool   file   or  
PDF.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to   proceed?’   Click    Yes    to   proceed   or    No    to   cancel   and  
the   report   displays  

Daily   Employee   Job  
This   report   presents   the   details   of   transac�ons   entered   through   Timesheet   entry   which   are   related   to  
produc�vity   codes   giving   a   subtotal   by   date   and   by   employee   of   the   normal   and   over�me   hours   and   the  
amount   charged   to   jobs.  

Select: Time>U�li�es>Produc�vity>6.Daily   Employee   Job  

You   can   also   select   viewing   preferences   for   the   report.   Select   the   required   report   op�on:   Spool   file   or  
PDF.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to   proceed?’   Click    Yes    to   proceed   or    No    to   cancel   and  
the   report   displays  
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Job   Parameter   Maintenance  
There   are   a   number   of   job   specific   parameters   that   can   affect   the   way   the   payroll   is   processed.   Each   of  
these   parameters   is   different   and   has   a   specific   effect.   

Customers   would   use   this   program   a�er   discussing   their   requirements   with   their   Jobpac   Consultant,  
who   will   advise   them   of   the   parameter   to   add   and   the   format   of   the   entry.  

Select   >Time>U�li�es>Job   Parameter   Maintenance  

Enter   Job   No   first   or   scan   to   select.  

 

Job   Parameters   Maintenance  

Fields  To   Complete  

Code  Enter   the   parameter   code  

Descrip�on  Enter   the   text   or   sequence   number   in   the   required   format.  

The   format   may   be   very   important   so   be   careful   that   the   entry   will   have   the   desired  
effect,   especially   if   the   parameter   has   posi�onal   flags   –   “Y   N”   (with   a   blank   space  
between)   will   not   be   the   same   as   “YN”.  
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Period   End  
This   facility   allows   you   to   close   the   Payroll   Accoun�ng   Period.   It   will   reset   all   the   Month   To   Date   (MTD)  
values   and   at   the   end   of   the   year   all   the   Year   To   Date   (YTD)   values   in   the   different   payroll   files.  
Depending   on   the   answers,   some   transac�ons   are   deleted   and   other   accumulators   are   reset.  

To   close   the   Payroll   Period   select: >Time>Period   End  

 

Payroll   Period   End   Processing  

Field  To   Complete  

Current   Period  Displays   the   current   payroll   accoun�ng   period   in   both   numeric   and   text   formats.  

New   Period  Displays   the   next   payroll   accoun�ng   period   in   both   numeric   and   text   formats.  

Do   you   wish   to  
clear   Employee  
Produc�vity  

Tick   the   box   if   you   use   the   employee   produc�vity   facility   and   you   want   to   clear   the  
produc�vity   values.   

Up   to   what   Date  Enter   or   select   the   dates   up   to   which   the   employee   values   are   to   be   cleared.  

Do   you   wish   to  
clear   Employee  
Produc�vity  
Month   to   Date  

Tick   the   box   if   you   use   the   employee   produc�vity   facility   and   you   want   to   clear   the  
produc�vity   values   for   the   month.  

Year   End  If   you   are   rolling   from   on   one   payroll   year   to   another,   then   a   warning   message   will  
appear   in   forming   the   user   that   a   year-end   rollover   will   occur   and   a   number   of  
informa�on   messages   will   appear   on   the   screen.  
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Payroll   Reports  
This   sec�on   describes   the   Payroll   reports   that   are   available   to   you.  

All   reports   can   be   viewed   on   the   screen   rather   than   having   to   print   the   report.   All   reports   can   be   run   to  
pdf   or   Excel.  

Select: >Time>Payroll   Reports>  

Selection   Criteria  
Most   of   the   reports   have   the   following   selec�on   criteria   in   common:  

Term  Activity  

Run   Number  Enter   the   number   of   the   pay   run   for   the   report.   Enter   blanks   for   all  

Start/Finish  
Employee  

Enter   the   Employee   keys   at   which   you   wish   to   start   and   finish   the   report.   Enter  
blanks   for   all.  

Start/Finish  
Department  

Enter   the   Department   iden�fica�on   code   at   which   you   wish   to   start   and   finish   the  
report.   Enter   blanks   for   all.  

Start/Finish  
Division  

Enter   the   Division   iden�fica�on   code   at   which   you   wish   to   start   and   finish   the  
report.   Enter   blanks   for   all.  

Start/Finish  
Loca�on  

Enter   the   loca�on   iden�fica�on   code   at   which   you   wish   to   start   and   finish   the  
report.   Enter   blanks   for   all.  

Control   break   at  Department,   Division,   Loca�on,   None.  

Salary   Pays  Select   to   include   those   employees   that   are   Salaried.  

Permanent   Pays  Select   to   include   those   employees   that   are   Permanent.  

Temporary   and  
Casual   Pays  

Select   to   include   those   employees   that   are   Temporary   and   Casual  

Weekly   Pays  Select   to   include   those   employees   that   are   paid   weekly  

Fortnightly   Pays  Select   to   include   those   employees   that   are   paid   fortnightly  

Monthly   Pays  Select   to   include   those   employees   that   are   paid   monthly  

Pay   by   Cash  Select   to   include   those   employees   that   are   paid   in   cash  

Pay   by   Cheque  Select   to   include   those   employees   that   are   paid   by   cheque  

Pay   by   Bank  
Deposit  

Select   to   include   those   Employees   that   are   paid   by   Bank   Deposit  

 

The   selec�on   criteria   you   have   specified   are   printed   at   the   top   of   each   report.  
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Payroll   Details   Report  
This   report   presents   general   informa�on   and   the   detail   of   the   transac�ons   paid   at   employee   level.   The  
transac�ons   generated   by   the   system   are   iden�fied   with   an   'S'   at   the   end   of   them.  

Report   Fields  

Term  Definition  

No.  Transac�on   number   or   code.  

Descrip�on  The   descrip�on   of   the   transac�on   code.  

Date  The   date   entered   in   �mesheet   entry.  

Hours   /   Occurs  The   number   of   hours   or   number   of   transac�ons   paid   to   the   employee.  

Rate  The   rate   used   to   pay   the   employee  

Amount  The   amount   paid   to   the   employee.   Deduc�ons   and   tax   is   nega�ve.  

System  System   generated   transac�ons   such   as   tax   and   automa�c   deduc�ons   are   flagged   with  
an   “S”.  

Payroll   Summary   Report  
This   report   presents   a   summary   of   the   payroll   run   at   transac�on   level   with   a   summary   for   month   to   date  
and   year   to   date   values.  

Report   Fields  

Detail   Lines  Description  

Code  The   transac�on   code.  

Descrip�on  The   descrip�on   of   the   transac�on   code.  

Hours   /   Occurs  The   number   of   hours   or   number   of   transac�ons   for   the   transac�on   code   for   the   pay  
run   selected.  

Amount  The   amount   paid   for   the   transac�on   code   for   the   pay   run   selected.  

MTD   Hours   The   number   of   hours   or   number   of   transac�ons   for   the   transac�on   code   for   the  
month   to   date.  

MTD   Amount  The   amount   paid   for   the   transac�on   code   for   the   month   to   date.  

YTD   Hours   The   number   of   hours   or   number   of   transac�ons   for   the   transac�on   code   for   the  
year   to   date.  

YTD   Amount  The   amount   paid   for   the   transac�on   code   for   the   year   to   date.  

Summarised   Pay   Details   Report  
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This   report   presents   a   summary   of   the   payroll   run   at   transac�on   level   with   a   summary   for   month   to   date  
and   year   to   date   values.  

Note   that   in   addi�on   to   the   standard   op�ons,   this   report   has   an   addi�onal   op�on   to   include   or   no   to  
include   a   column   for   the   ERC   transac�ons.  

Detail   Lines  Description  

Dp   Dv   Lc  The   Department   Division   and   Loca�on   codes.   

Employee  The   employee   number   and   employee   name   and   ini�als   from   the   employee   master  
file.  

Hours  The   short   descrip�on,   hours,   rate   and   amount   paid   in   the   pay   run   that   was   selected.  

Pre   Tax   All   /  
Dedns   /   Others  

The   short   descrip�on,   occurrences   and   amount   for   pre-tax   allowances   deduc�ons  
and   other   transac�ons.  

A�er   Tax   All   /  
Dedns   /   Others  

The   short   descrip�on,   occurrences   and   amount   for   a�er-tax   allowances   deduc�ons  
and   other   transac�ons.  

ERC   /   Others  The   short   descrip�on,   occurrences   and   amount   paid   for   ERC   transac�ons.   This  
includes   superannua�on   payments   and   other   transac�ons   that   may   use   the   ERC  
func�onality.    Or  

Accumulated   Pay   Details   Report  
This   report   presents   a   summary   of   the   payroll   for   either   one   or   a   sequen�al   series   of   pay   runs   with   a  
summary   at   transac�on   level,   if   selected,   with   a   summary   at   the   end   of   the   report.  

Note   that   in   addi�on   to   the   standard   op�ons,   this   report   has   an   addi�onal   op�on   to   hide   Employee  
details   in   case   this   is   necessary.  

 

 

Detail   Lines  Description  

Dp   Dv   Lc  The   Department   Division   and   Loca�on   codes.   

Employee  The   employee   number   and   employee   name   and   first   name   from   the   employee  
master   file.  

Hours  The   transac�on   code,   hours   and   amount   paid   in   the   pay   run   range   that   was  
selected.  

Allowances  The   transac�on   code,   occurrences   and   amount   paid   in   the   pay   run   range   that   was  
selected.  

Deduc�ons   /  
Others  

The   code   and   amount   for   deduc�ons   and   other   transac�ons   calculated   in   the   pay  
run   range   that   was   selected..  
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Pay   Details   History   Report   (Weekly   Pay   Type)  
This   report   lists   one   line   per   pay   run,   for   each   employee,   a   summary   of   the   pay   across   a   range   of   pay  
runs   with   a   summary   by   general   pay   type   at   the   end   of   the   report.   Op�onally,   employee   hours   can   also  
printed   on   this   report.  

Bank   Deposits   by   Employee  
This   report   lists   the   bank   deposit   details   for   a   selected   pay   run   for   each   employee   with   a   summary   at   the  
end   of   the   report.   
Detail   Lines  Description  

Dp   Dv   Lc  The   Department   Division   and   Loca�on   codes.   

Employee  The   employee   number   and   employee   given   name   and   surname   and   first   name   from  
the   employee   master   file.  

Amount  The   amount   to   be   deposited   into   the   bank   account   in   the   pay   run   that   was   selected.  

Bank   Details  The   bank,   branch   and   account   number   for   the   bank   deposit.  

Deduction   Costing   (Listing)  
This   report   lists   for   each   deduc�on   code,   the   employee   using   the   deduc�on   and   the   amount   of   the  
deduc�on   for   the   month   to   date   and   year   to   date.   There   is   a   separate   summary   report   at   the   end   of   the  
detailed   report.  

Detail   Lines  Description  

Deduc�on  The   Deduc�on   code   and   descrip�on.   

Employee  The   employee   number   and   the   employee’s   surname   and   given   name   from   the  
employee   master   file.  

Termina�on  
Date  

The   date   the   deduc�on   ceased.  

Rate  The   rate   of   the   deduc�on.  

MTD   Amount  The   amount   deducted   in   the   current   payroll   month.  

YTD   Amount  The   amount   deducted   in   the   current   payroll   year.  

Transaction   Report  
The   Transac�on   report   lists   every   transac�on   on   a   pay   run,   by   employee,   for   the   range   of   pay   runs  
selected   and   for   the   transac�on   range   selected.  

Term  Details   of   Payment  

Employee   As   shown   on   the   Employee   Master   File.  
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Pay   Run  As   shown   on   the   Employee   Master   File.  

Name   As   shown   on   the   Employee   Master   File.  

Tran   Code  Transac�on   Code   as   in   the   Transac�on   Defini�on   under   Company   Informa�on.  

Date  Date   on   the   Timesheet   Entry.  

Hours/  
Occurrence  

The   hours   or   occurrences   entered   in   Timesheet   Entry.  

Rate  The   rate   used   in   each   pay   run.  

Amount  The   amount   paid   or   deducted   in   the   pay   run.  

Cheque   Journal  
This   report   lists   the   employee’s   number,   name   and   the   amounts   to   be   paid   by   cheque.  
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Employee   Reports  
This   sec�on   describes   the   Employee   reports   that   are   available   to   you   in   menu   op�on   5,   then   7.  

To   access   select: >Time>Employee   Reports>  

Allowances  
This   report   lists   all   allowances   for   each   employee   showing   the   characteris�cs   and   accumula�ons   of   each  
allowance.  

Complete   the   Start   Employee   and   Finish   Employee   details.    If   you   are   unsure   of   the   details,   selec�ng  
enter,   will   provide   system   prompt.  

You   can   also   select   viewing   preferences   for   the   report.   Select   the   required   report   op�on:   Spool   file   or  
PDF   or   Excel.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to   proceed?’   Click    Yes    to   proceed   or    No    to  
cancel   and   the   report   displays  

Deductions  
This   report   lists   all   deduc�ons   for   each   employee   showing   the   characteris�cs   and   accumula�ons   of   each  
deduc�on.  

Complete   the   Start   Employee   and   Finish   Employee   details.    If   you   are   unsure   of   the   details,   selec�ng  
enter,   will   provide   system   prompt.  

You   can   also   select   viewing   preferences   for   the   report.   Select   the   required   report   op�on:   Spool   file   or  
PDF   or   Excel.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to   proceed?’   Click    Yes    to   proceed   or    No    to  
cancel   and   the   report   displays.  

Leave   accruals  
This   report   lists   all   the   Accruals   in   �me   and   dollar   value   by   employee   for   Sick   Leave,   Annual   Leave   and  
Long   Service   Leave.   The   en�tlements   are   shown   in   days   even   though   the   en�tlements   are   kept   in   hours  
in   the   employee   master   record.  

Term  Definition  

Start/Finish  
Employee  

Enter   the   Employee   keys   at   which   you   wish   to   start   and   finish   the   report.   Enter  
blanks   for   all.  

Last   En�tlement  
Run   Date  

Enter   date.  

Include  
Terminated  
Employees  

Check   this   flag   to   include   terminated   employees.  

Include   Contract  
Employees  

Check   this   flag   to   include   Contract   employees.  
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Include  
Temporary  
Employees  

Check   this   flag   to   include   temporary   employees.  

Report  
Sequence  

Choose   the   sort   order   for   the   report.  

 

You   can   also   select   viewing   preferences   for   the   report.   Select   the   required   report   op�on:   Spool   file   or  
PDF   or   Excel.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to   proceed?’   Click    Yes    to   proceed   or    No    to  
cancel   and   the   report   displays  

Leave   History  
This   report   lists   detail   of   all   leave   taken   by   the   employees   summarised   by   leave   type.  

Complete   the   Start   Employee   and   Finish   Employee   details.    If   you   are   unsure   of   the   details,   selec�ng  
enter,   will   provide   system   prompt.  

You   can   also   select   viewing   preferences   for   the   report.   Select   the   required   report   op�on:   Spool   file   or  
PDF   or   Excel.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to   proceed?’   Click    Yes    to   proceed   or    No    to  
cancel   and   the   report   displays  

Master   Details  
This   report   lists   all   the   detail   in   the   Employee   Master   Record   including   informa�on   about   accruals   and  
year   to   date   payments.  

You   can   also   select   viewing   preferences   for   the   report.   Select   the   required   report   op�on:   Spool   file   or  
PDF   or   Excel.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to   proceed?’   Click    Yes    to   proceed   or    No    to  
cancel   and   the   report   displays  

Selec�on   Criteria.  

Term  Definition  

Start/Finish   Employee  Enter   the   Employee   keys   at   which   you   wish   to   start   and   finish   the   report.  
Enter   blanks   for   all.  

Start/Finish  
Department   

Enter   the   Department   iden�fica�on   code   at   which   you   wish   to   start   and  
finish   the   report.   Enter   blanks   for   all.  

Start/Finish   Division  Enter   the   Division   iden�fica�on   code   at   which   you   wish   to   start   and   finish  
the   report.   Enter   blanks   for   all.  

Start/Finish   Loca�on  Enter   the   loca�on   iden�fica�on   code   at   which   you   wish   to   start   and   finish  
the   report.   Enter   blanks   for   all.  

Control   break   at  Select   if   a   new   page   is   required   at   one   of   these   levels:   Department,   Division,  
Loca�on,   None.  
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Include   Terminated  
Employees  

Select   to   include   terminated   employees   in   the   report.  

 

List   Of   Employees   By   Number   
This   report   lists   all   employees   by   their   (Code)   number.  

You   can   also   select   viewing   preferences   for   the   report.   Select   the   required   report   op�on:   Spool   file,   PDF  
or   Excel.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to   proceed?’   Click    Yes    to   proceed   or    No    to   cancel  
and   the   report   displays  

Term  Description  

Start/Finish   Employee  Enter   the   Employee   keys   at   which   you   wish   to   start   and   finish   the   report.  
Enter   blanks   for   all.  

Start/Finish  
Department  

Enter   the   Department   iden�fica�on   code   at   which   you   wish   to   start   and  
finish   the   report.   Enter   blanks   for   all.  

Start/Finish   Division  Enter   the   Division   iden�fica�on   code   at   which   you   wish   to   start   and   finish   the  
report.   Enter   blanks   for   all.  

Start/Finish   Loca�on  Enter   the   loca�on   iden�fica�on   code   at   which   you   wish   to   start   and   finish   the  
report.   Enter   blanks   for   all.  

Control   break   at  Select   if   a   new   page   is   required   at   one   of   these   levels:   Department,   Division,  
Loca�on,   None.  

Terminated   Employees  Select   to   include   Terminated   Employees   in   the   report.  

List   Of   Employees   By   Name  
This   report   lists   all   employees   by   name.  

You   can   also   select   viewing   preferences   for   the   report.   Select   the   required   report   op�on:   Spool   file   or  
PDF   or   Excel.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to   proceed?’   Click    Yes    to   proceed   or    No    to  
cancel   and   the   report   displays.  

Term  Description  

Start/Finish   Employee  Enter   the   Employee   keys   at   which   you   wish   to   start   and   finish   the   report.  
Enter   blanks   for   all.  

Start/Finish  
Department  

Enter   the   Department   iden�fica�on   code   at   which   you   wish   to   start   and  
finish   the   report.   Enter   blanks   for   all.  

Start/Finish   Division  Enter   the   Division   iden�fica�on   code   at   which   you   wish   to   start   and   finish   the  
report.   Enter   blanks   for   all.  

Start/Finish   Loca�on  Enter   the   loca�on   iden�fica�on   code   at   which   you   wish   to   start   and   finish   the  
report.   Enter   blanks   for   all.  
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Control   break   at  Select   if   a   new   page   is   required   at   one   of   these   levels:   Department,   Division,  
Loca�on,   None.  

Terminated   Employees  Select   if   Terminated   Employees   are   to   be   included.  

Name   and   Addresses  
This   report   lists   all   names   and   addresses   of   each   employee.  

You   can   also   select   viewing   preferences   for   the   report.   Select   the   required   report   op�on:   Spool   file   or  
PDF   or   Excel.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to   proceed?’   Click    Yes    to   proceed   or    No    to  
cancel   and   the   report   displays  

Selec�on   Criteria.  

Term  Description  

Start/Finish  
Employee  

Enter   the   Employee   keys   at   which   you   wish   to   start   and   finish   the   report.   Enter  
blanks   for   all.  

Start/Finish  
Department  

Enter   the   Department   iden�fica�on   code   at   which   you   wish   to   start   and   finish  
the   report.   Enter   blanks   for   all.  

Start/Finish   Division  Enter   the   Division   iden�fica�on   code   at   which   you   wish   to   start   and   finish   the  
report.   Enter   blanks   for   all.  

Start/Finish   Loca�on  Enter   the   loca�on   iden�fica�on   code   at   which   you   wish   to   start   and   finish   the  
report.   Enter   blanks   for   all.  

Control   break   at  Select   if   a   new   page   is   required   at   one   of   these   levels:   Department,   Division,  
Loca�on,   None.  

Terminated  
Employees  

Select   if   Terminated   Employees   are   to   be   included.  

Group   Certificates   (PAYG   Payment   Summaries   DINB   Listing)  
This   facility   prints   Group   Cer�ficates   on   pre-printed   forms   supplied   by   ATO.   

You   can   also   select   viewing   preferences   for   the   report.   Select   the   required   report   op�on:   Spool   file   or  
PDF   or   Excel.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to   proceed?’   Click    Yes    to   proceed   or    No    to  
cancel   and   the   report   displays  

Note: It   is   advisable   to   ini�ally   select   the   ‘dra�   op�on’   of   the   Group   Cer�ficates,   because   you   are   limited  
to   prin�ng   only   one   copy   of   the   final   Group   Cer�ficates   to   be   provided   to   employees.   
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PAYG   Payment   Summaries   DINB   Lis�ng  

Replace   this   screen  

Complete   the   A.B.N.   and   the   Company   Name   then   select   “OK”.  

Respond   to   confirma�on   messages.  

PAYG   Payment   Summary   will   then   print.  

RDO   accruals  
This   report   lists   all   the   accrued   RDO’s   per   employee.  

Complete   the   Start   Employee   and   Finish   Employee   details.    If   you   are   unsure   of   the   details,   selec�ng  
enter,   will   provide   system   prompt.  

You   can   also   select   viewing   preferences   for   the   report.   Select   the   required   report   op�on:   Spool   file   or  
PDF   or   Excel.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to   proceed?’   Click    Yes    to   proceed   or    No    to  
cancel   and   the   report   displays  
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Other   Reports  
This   sec�on   describes   other   payroll   related   reports   that   are   available.  

Portable   Long   Service   Leave   (LSL)  
This   facility   prints   all   LSL   accrued   by   an   employee   on   pre-printed   forms   supplied   by   the   Portable   Long  
Service   Leave   Board.   

 

Portable   Long   Service   Leave   (LSL)  

 

Cer�ficate   of   Service  

Industry   Superannuation  
This   report   lists   all   allowances   a�ributed   to   each   employee   This   Program   allows   for   the   prin�ng   of   the  
Industry   Superannua�on   Report.   If   required,   the   number   of   periods   can   be   reset   for   the   selected  
employees.  
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Industry   Superannua�on  

Field  Description   

 Superannua�on   Registra�on   Number   

 Employee   Name  

 Fee   per   period   or   Percentage  

 Number   of   Periods  

 Total   Amount   Per   Employee  

 Code   Number  

 Start/Finish   Pay   Run  

 Reset   Number   of   periods   in   Employee   Record  

Labels   for   Clocks  
This   facility   prints   employee   labels   for   a�aching   to   clocking   cards.   

 

Employee   Labels   for   Clock   Cards   –   access   screen  

Statutory   Superannuation  
This   program   allows   for   the   prin�ng   of   the   Statutory   Superannua�on   report.    If   it   is   requested,   the  
number   of   periods   can   be   reset   for   the   selected   employees.  
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Superannua�on   Report  

Coinage   Analysis  
This   report   presents   a   breakdown   of   the   cash   to   be   paid   to   employees.  

Note: If   the   amount   to   be   paid   to   the   employee   is   greater   than   $100   there   is   an   automa�c   alloca�on   of  
five   $20   notes   to   the   form   of   payment.  

 

Coinage   Analysis  

Long   Service   Leave   (LSL)   Report  
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ERC’s   Report  
This   report   lists   all   employer   contribu�ons   by   month   to   date   and   Year   to   date   totals   separately   by  
Superannua�on   Funds.  

 

Employer   Contribu�ons   Lis�ng   ini�al   search   screen  

You   can   also   select   viewing   preferences   for   the   report.   Click    OK    and   you   are   prompted   ‘Do   you   wish   to  
proceed?’   Click    Yes    to   proceed   or    No    to   cancel   and   the   report   displays  
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System   Parameters  
JOBPAC   Payroll   requires   mandatory   System   Parameters   in   addi�on   to   some   op�onal   System   Parameters  
in   order   to   be   func�onal.   

Select: >System   Admin>Define   Companies>Maintain   Parameters  

Mandatory   System   Parameters   

Parameter  Description  

PRAP  Payroll   Accoun�ng   Period.   
This   period   is   updated   by   the   end   of   period   process   and   is   the   one   used   to   determine   the  
Accoun�ng   Period   to   be   affected   in   the   General   Ledger   by   transac�ons   generated  
through   Timesheet   Entry,   Payroll   Processing   and   Payroll   Reversal  

PAYROL  This   is   a   posi�onal   parameter  

1st  
Character  

The   first   character   determines   the   meaning   of   the   values   entered   for   job   charge   and  
external   charges   in   Pay   Rates   Maintenance.  

A   -   Amounts .   The   values   entered   in   Pay   Rates   for   Job   Charge   and   External   Charge   are  
considered   dealt   as   Amounts   by   the   Timesheet   Entry   program.   The   Job   Charge   is   then  
the   Amount   charged   to   the   job   per   hour.   If   you   prefer   to   have   the   system   calculate   the  
job   charge   bases   on   the   oncost   percentages   specified   at   transac�on   level,   leave   an   “A”   in  
the   posi�on   and   do   not   enter   job   charges   in   Pay   Rate   Maintenance.  

P   -   Percentages .   The   values   entered   in   Pay   Rates   for   Job   Charge   and   External   Charge   are  
considered   as   percentages   by   the   Timesheet   program   over   the   Employee   Rate.   The   value  
applied   against   the   Job   per   hour   is   then   the   Employee   Rate   plus   the   percentage,  
specified   in   the   Job   Charge,   of   the   Employee   Rate   

C   -   Combined .   The   Job   Charge   is   considered   as   a   fixed   amount   and   the   External   Charge   is  
considered   as   a   percentage.   The   value   applied   against   the   Job   is   then   the   Employee   Rate  
plus   the   percentage,   specified   in   the   External   Charge,   of   the   Employee   Rate   plus   the  
amount   specified   in   Job   Charge.  

2nd  
Character  

The   second   character   determines   if   the   Produc�vity   Module   will   be   used.   Valid   values   are  
(Y)es    or    (N)o     If   Yes   is   specified   then   Timesheet   entry   considers   the   Produc�vity   Code   as  
a   mandatory   field   for   transac�ons   related   to   �me.  

3rd  
Character  

The   third   character   determines   the   default   alloca�on   for   Timesheet   Entry   transac�ons.  
This   value   appears   in   the   Timesheet   Entry   screen   when   you   are   about   to   enter   the   first  
transac�on   for   each   employee.   Valid   values   are:  

J   –   Jobs .    Default   alloca�on   to   jobs.  

C   –   Jobcards .   Default   alloca�on   to   jobcards.  

(blank)    -   No   default   alloca�on.  
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4th  
Character  

The   fourth   character   determines   if   Accruals   for   Sick,   Annual   Leave   and   Long   Service  
Leave   as   well   as   Gross   YTD   and   Tax   YTD   are   printed   at   the   end   of   each   Payslip.   

'L'   –   Leave   only .   This   indicates   that   only   leave   accruals   are   printed.  

'G'   –   YTD .   This   indicates   that   only   YTD   amounts   are   printed.  

'Y'   –   Both .   This   indicates   that   both   leave   accruals   and   YTD   Amounts   are   printed.  

5th  
Character  

The   fi�h   character   determines   if   Pseudo   Companies   are   used.   

Valid   values   are    (Y)es    or    (N)o .   If   the   parameter   is    (Y)es    then   the   name   of   the   Company  
Tax   Centre   related   to   the   employee    is   printed   in   Pay   Envelopes   and   Group   Cer�ficates.  

6th  
Character  

The   sixth   character   determines   if   a   margin   will   be   paid   on   top   of   the   employee   rate.   

Valid   values   are    (Y)es    or    (N)o .   If   the   parameter   is    (Y)es    then   the   margin   is   requested   in  
the   Employee   Maintenance   program   and   the   Timesheet   Entry   program   displays   a   prompt  
which   allows   the   disability   of   this   margin   for   selected   transac�ons  

7th  
Character  

The   Seventh   character   determines   which   user   definable   field   (User   1   or   User   2)   is  
displayed   at   the   top   of   Timesheet   Entry   when   a   new   employee   is   called.   

Valid   values   are    (1)    User   1,   or    (2)    User   2   or    blank    (none).  

8th  
Character  

The   Eighth   character   determines   if   General   Ledger   Payroll   clearing   accounts   will   be   used  
at   departmental   level.   Valid   values   are    (Y)es    or    blank  

9th  
Character  

The   Ninth   character   determines   the   alloca�on   method   for   automa�c   allowances.   

The   valid   values   are    (A)    for   all   hours,    (N)    for   normal   hours   only   and    blank    for   none  

10th  
Character  

The   Tenth   character   determines   if   addi�onal   pos�ng   is   required   for   inter-company  
transac�ons.  

Valid   values   are    (P)    or    blank .    If    (P)    is   entered,   every   pos�ng   to   the   inter-company  
account   in   the   current   work   ID   will   generate   a   credit   for   the   same   amount   to   the   account  
specified   in   the   system   parameter   PRREVE   and   a   debit   to   the   account   specified   in   the  
system   parameter   PREXPE.  

11th  
Character  

The   Eleventh   character   determines   the   default   value   for   the   control   break   of   Payroll  
reports,   

Valid   values   are    (D) epartment,   di (V) ision,    (L) ocality   or    blank  

12th  
Character  

The   Twel�h   character   determines   whether   the   General   Ledger   Account   defined   as  
default   in   the   employee   record   is   to   be   used   instead   of   the   account   linked   to   the  
job/cost-code/cost-type   when   pos�ng   transac�ons.   

Valid   values   are    (E)    -   use   employee   G/L   Account   or    blank .  

13th  
Character  

The   Thirteenth   character   indicates   if   a   fix   Job   Rate   is   charges   to   the   jobs   regardless   of   the  
type   of   hour   or   mul�plier.   
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Valid   values   are    (F)    -   use   fix   rate   or    blank .  

14th  
Character  

The   Fourteenth   character   is   used   for   customer   specific   purposes.    Please   don’t   enter   any  
value   in   this   posi�on   unless   you   have   been   advised   to   do   so.  

15th  
Character  

The   Fi�eenth   character   is   used   for   customer   specific   purposes.    Please   don’t   enter   any  
value   in   this   posi�on   unless   you   have   been   advised   to   do   so.  

16th  
Character  

The   Sixteenth   character   determines   if   RDO   Accruals   will   be   printed   in   the   Payslips.   

Any   value   different   to    blank    means   that   no   accruals   are   printed   .  

PAYCLR  T/S   Payroll   Clearing   Account.  
This   is   a   G/L   Account   used   by   the   Timesheet   Entry   program   to   credit   all   the   amounts   paid  
to   Employees   for   transac�ons   related   to   jobs,   jobcards   or   when   a   G/L   Account   has   been  
specified   in   the   transac�on.   This   G/L   Account   could   be   the   same   G/L   account   specified   as  
Clearing   Account   on   Payroll   Parameters.  

ONCOST  T/S   Oncost   Account.   
This   is   a   G/L   Account   used    by   the   Timesheet   Entry   program   to   credit   the   difference  
between   the   amount   charge   to   the   jobs   and   the   employee   rates  

PLTCLR  T/S   Plant   Clearing   Account.   
This   is   a   G/L   Account   used   by   the   Timesheet   Entry   program   to   credit   the   difference  
between   the   Plant   Rate   and   the   Job   charge   for   transac�ons   related   to   plant   items.  

ICXFER  Inter-company   Clearing   Account.   
This   is   the   G/L   account   used   in   both   companies   to   contain   the   values   transferred  
between   companies   as   result   of   having   employees   of   one   company   doing   work   for  
another   company.    Both   companies   have   to   be   in   the   same   database   (library).  

 

Optional   System   Parameters   

Parameter  Definition  

PRFTR  If   the   financial   year   of   your   company   is   different   to   the   one   that   has   to   be   used   for  
payroll,   you   can   use   this   parameter   to   specify   the   offset   of   months   for   the   Payroll  
financial   year  

PRREVE  Revenue   Account.   
See   explana�on   on   the   usage   of   the   10th   posi�on   of   the   PAYROL   parameter  

PREXPE  Expense   Account.   
See   explana�on   on   the   usage   of   the   10th   posi�on   of   the   PAYROL   parameter  

PRUDF1  Determines   the   prompt   to   be   displayed   for   the   User   Definable   Field   1  

PRUDF2  Determines   the   prompt   to   be   displayed   for   the   User   Definable   Field   2  
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Payroll   Transactions  
JOBPAC   Payroll   has   been   designed   to   give   you   the   flexibility   of   choosing   the   transac�on   codes   relevant   to  
your   organisa�ons   specific   requirements.   The   Jopbac   payroll   has   standard   payroll   transac�on   defini�ons  
and   allows   users   to   create   their   own   payroll   transac�ons   codes.   The   transac�ons   supported   are   (ordered  
by   descrip�on):  

Field   Description  Comments  

ADA   –Adjustment  
A�er   Tax  

Accepted   through   Timesheet   Entry.   The   Amount   entered   in   this   transac�on   is  
included   in   the   Net   Amount   but   is   not   included   in   the   Taxable   Amount   

ADP-   Adjustment   Pre  
Tax  

Accepted   through   Timesheet   Entry.   The   Amount   entered   in   this   transac�on   is  
included   in   the   Taxable   Amount.   

ALL-Allowance  In   a   standard   setup   transac�on   codes   are   specified   as   allowances.    (eg.   TLS   for  
Tools,   MLS   for   Meals,   etc)    The   allowance   can   be   taxable   no   non   taxable   and   be  
setup    to   affect   different   areas   of   the   Group   Cer�ficate.  

AL-Annual   Leave  Number   of   hours   the   employee   is   taking   as   annual   leave.   A   record   is   added   to  
the   Leave   history   file  

ALN-Annual   Leave   not  
paid  

Number   of   hours   the   employee   is   taking   as   annual   leave   not   paid.   The   field   of  
Leave   not   Paid   is   updated   in   the   Employee   Master   Record   with   the   number   of  
hours   entered   in   this   transac�on.   A   record   is   added   to   the   Leave   history   file  

BDP-Bank   Deposit  Defines   mul�ple   bank   accounts   for   employees  

BKP-Back   pays  Allows   the   entry   of   the   amount   to   be   paid   and   the   number   of   periods   to   spread  
the   payment.   This   type   of   transac�on   is   entered   via   Timesheet   Entry.  

DED-Deduc�on  In   a   standard   setup   several   transac�on   codes   are   specified   as   deduc�ons   (eg.  
SOC   for   Social   Club,   INS   for   Insurance,   etc).    The   deduc�ons   can   either   before   or  
a�er   tax.  

DT-Double   Time  Accepted   through   Timesheet   Entry  

DTH   –Double   Time  
and   a   half  

Accepted   through   Timesheet   Entry  

ERC   Employer  
Contribu�on  

This   type   can   be   used   to   define   Superannua�on   funds   or   Redundancy   funds.  

HNC-Hours   not  
charged  

In   Timesheet   Entry   the   transac�on   affects   only   the   hours   in   the   job   without  
affec�ng   the   cost   to   the   job   nor   the   pay   to   the   employee.  

HNP-Hours   not   paid  In   Timesheet   Entry   the   transac�on   affects   the   hours   and   the   cost   of   the   job  
without   affec�ng   the   employee   pay.   

LLD-Leave   Loading  This   transac�on   is   normally   calculated   by   the   system.   Any   value   entered  
through   Timesheet   Entry   adjusts   the   value   calculated   by   the   system.  
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LSL-Long   Service  
Leave  

Accepted   through   Timesheet   Entry.   A   record   is   added   to   the   Leave   history   file  

LMA-Lump   sum   A  Value   entered   through   Employee   Termina�on.  

LMB-Lump   sum   B  Value   entered   through   Employee   Termina�on.  

LMC-Lump   sum   C  Value   entered   through   Employee   Termina�on.  

LMD-Lump   Sum   D  Value   entered   through   Employee   Termina�on.  

NT-Normal   Time  Accepted   through   Timesheet   Entry   and   generated   automa�cally   for   salaried  
employees.   Several   transac�on   codes   can   be   specified   for   this   transac�on   type  
(eg.   PH   for   Public   holiday,   NT   for   Normal   Time,   TRN   for   Training,   etc)  

TAX-PAYE   tax  Transac�on   generated   by   the   system   as   a   result   of   tax   calcula�ons   in   Pay   Roll  
Processing.  

QT-Quadruple   �me  Accepted   through   Timesheet   Entry  

RDJ-Rostered   day   off  
for   jobs  

Accepted   through   Timesheet   Entry   or   generated   automa�cally   by   the   system.  
The   hours   entered   in   the   transac�on   reduce   the   RDO/JOB   accrued   for   the  
employee.  

RDO-Rostered   day   off  Accepted   through   Timesheet   Entry   or   generated   automa�cally   by   the   system.  
The   hours   entered   in   the   transac�on   reduce   the   RDO   accrued   for   the  
employee.  

SNP-Sick   not   paid  Accepted   through   Timesheet   Entry.   A   record   is   added   to   the   Leave   history   file.  
The   field   of   Leave   not   Paid   is   updated   in   the   Employee   Master   Record   with   the  
number   of   hours   entered   in   this   transac�on.   This   Transac�on   type   affects   the  
annual   leave   en�tlement   calcula�on.  

SWC-Sick   with  
Cer�ficate  

Accepted   through   Timesheet   Entry.   A   record   is   added   to   the   Leave   history   file  

TXA-Tax   Adjustment  Accepted   through   Timesheet   Entry.   A   record   is   added   to   the   Leave   history   file  

TTX-Termina�on   Tax  Accepted   through   Timesheet   Entry   or   can   be   an   automa�c   transac�on   defined  
through   Employee   Allowanced/Deduc�ons.  

TXA-Termina�on   Tax   A  Value   entered   through   Employee   Termina�on.  

TXB-Termina�on   Tax   B  Value   entered   through   Employee   Termina�on.  

TXC-Termina�on   Tax   C  Value   entered   through   Employee   Termina�on.  

TXD-Termina�on   Tax  
D  

Value   entered   through   Employee   Termina�on.  

TXE-Termina�on   Tax   E  Value   entered   through   Employee   Termina�on.  

TH-Time   &   Half  Value   entered   through   Employee   Termina�on  
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TR-Triple   Time  Accepted   through   Timesheet   Entry  

WKC-Workers  
Compensa�on  

Workers   Compensa�on   paid  

WKN-Workers  
Compensa�on  

Workers   Compensa�on   not   paid  
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