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N)  CLUB PAYROLL – SAMPLE REPORTS
Appendix

A) INTRODUCTION  -  BRIEF SUMMARY OF THE SYSTEM
The processing of the payroll within a Club can be a very time consuming and involved operation. With the diversity of awards, penalties and loadings, and the need to maintain holiday, sick and long service leave records, the preparation of pays for even a small number of employees can take up to 1-2 days to complete.

The Club Payroll system from Computer MAGIC solves this problem with a system designed specifically for the club industry that can process a typical club’s payroll in less than 2 hours. Some of the features of the Club Payroll system include:

Payroll and Employee Details
*
storage of all relevant details concerning the employee including allowances, deductions, award, banking information, cost center details

*
retains details of holiday, sick and long service leave, ARDO's, Superannuation and over award payments for all employees

*
standard allowances (meal, laundry, etc); standard deductions (union fees, etc);  30 other user defined allowances and deductions; salary sacrifice

*
BSB numbers of Bank Accounts for direct pay into banks

*
unlimited number of awards and associated classifications

*
20 cost centers with unlimited departments for dissection of wages 

Payroll Input and Processing
*
entry directly from clock cards with all calculations then automatic

*
pre-input of hours on a “day by day” basis to lessen the load of input on pay day

*
all shift penalties and allowances automatically calculated

*
hours can be off-loaded to other classifications and departments with higher duty pays handled by the system

*
manual pay facility for negative pays, holiday pays and terminations

*
all leave entitlements calculated and retained by the system including casual employee's long service leave

*
extra RDO's, Superannuation calculation and retention of the number of Sundays/Public Holidays for determining extra holiday entitlement

*
EFT output for direct payment to Bank Accounts

*
pay record, pay packet/payslip, coinage analysis and group certificates automatic by-products of the system

Payroll Reporting
*
comprehensive reporting on Net Pay; current Penalties, Allowances and Award rates; Deductions; Cost Centre details; Banking details; Coinage Analysis; Superannuation calculation audit trail

*
Gross Pay by Week report listing weekly pay information YTD for each employee and also cumulatively YTD

*
Payroll Journal, highlighting accounting period accruals, with user defined General Ledger numbers for later posting

*
Departmental Summary reports for cost centers and departments

*
Holiday, Sick, LSL Provision report with forward projections for preparing budgets

*
Extra Employee Information report as defined by the user

*
Superannuation and other Deduction reports e.g. Union Fees, Group Tax

*
several other selective reports for complete control of the payroll function in the club

A) INTRODUCTION  -  CURSOR MOVEMENT AND SPECIAL KEYS
The system uses a number of special keys that are designed to make it simple to use. Taking the time to become familiar with these keys will save you a considerable amount of time in the future when you are operating the system.

  CURSOR MOVEMENT
*
the Left and Right arrow keys move the cursor left or right over existing text without modifying the text.

*
the Backspace key deletes text right to left.

*
the Delete key deletes characters right of the cursor.

*
the Insert key allows insertion of text to the right of the cursor.

*
the F5 key removes a complete field of characters.

*
the Up and Down arrow keys move between fields on the screen.

  THE F8 KEY
The F8 key is an extremely useful key when you need to find a particular Employee, Award Classification or Department. In any part of the system if you are prompted for one of the above then by pressing the F8 key, a window appears listing all the entries in the relevant data file. For example, if the system requires an Employee number then pressing the F8 key opens up a window listing the employees alphabetically on the system.

If you wanted the details for SMITH, JOHN then Entering "S" will list all the Employees on the system starting with S. You can be more specific by Entering "SMI" and this will further narrow down the options. The windows that appear for the Award Classifications and Departments don't require a start search point as they list all the details on the system.

Use the Up and Down arrow keys to move the cursor bar to the selection you want. Pressing Enter will move the details of the selection to the input screen while Escape will exit from the window and return the cursor to the Number input field.

  THE ESCAPE (Esc) KEY
Pressing the Escape (Esc) key at any point in a field takes you back one step. Pressing the Escape key a second time provides a prompt which could be as shown below or whatever is appropriate at that point in the system.

          "Information Correct YES NO"

The more likely response will be the default response. To accept the default response, press Enter. If you wish to enter the alternative response then simply enter the Y or N, which ever is appropriate.

  MENUS
To move around the menus on the system, enter the number of the selection you wish or use the Up & Down arrow keys to move to the selection required. When the menu bar is on the desired selection, press the Enter key to take you into that part of the system. You can use the Escape (Esc) key to take you back to the MASTER MENU from any of the sub-menus, one level at a time.

A) INTRODUCTION  -  HOW TO USE THIS MANUAL
  CONVENTIONS FOR DATA INPUT
When the instruction in the manual says to enter the contents of a field then it assumes you will type in the details and then press the Enter key. e.g. "Enter the date in the format DDMMYYYY" assumes you would type 15031999 (for the 15th March, 1999) and press the Enter key.

Where the system doesn't require pressing the Enter key to complete the entry then the manual will specify that you "Press O for Overtime".

  MENU SELECTION NOTATION
One of the helpful notations included in this manual is the recording next to a function, the menu selections you need to make to select that particular function. As the system has multi-level menus this can save a considerable amount of time and frustration.

For example : if you wish to change the weekly award rates for a particular classification, the section titled "Classification rates" would have next to it a notation (2,4,1,).

This denotes that from the MASTER MENU you select "2. Maintenance" then

"4. Rate maintenance" then "1. Classification rates".

B) TRANSACTIONS (1,)
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From the Master Menu, select "1. Transactions". The following menu then appears on the screen.
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 1. NORMAL PAY (1,1,)
This is the main input routine for the Club Payroll system. It allows for entry of either start/finish times (Clock card input) or the actual number of hours worked (Actual Hours). With the input of start/finish times the system automatically calculates the shift, night and broken shift penalties as well as meal, clothing and laundry allowances. Under either option, part of the time entered may be offloaded to other classifications and/or departments.

On entry to the routine the initial options displayed at the bottom of the screen are:

 “Enter number or F8” – either enter the employee number or Press the F8 key to display the employees on the system

 “F1 public holiday” 
- see "(a) Specify Public Holidays" below

“F2 input type” 
- allows you to change from “(b) Clock card input” to “(c) Actual Hours” input

 “ESC end”


- Press the Escape key to exit the routine 

(a) SPECIFY PUBLIC HOLIDAYS
Press the F1 key to specify "Public Holidays". The window as shown below, then appears. 

Use the arrow keys to move to the day of the week that you want to designate as a Public Holiday and Press the Enter key to mark as YES. To turn off the YES flag simply Press the Enter key again 

There will always be 2 of the first day in the pay week (in this example, Wed). This caters for those employees working past midnight into a Public Holiday that is the first day of the next week.

1. NORMAL PAY (Cont.)
 (a) SPECIFY PUBLIC HOLIDAYS (Cont.)


Setting the Public Holiday flag for a particular day of the week results in the system automating a number of functions for both Permanents and Part-timers. These are described later in this section.

 (b) CLOCK CARD INPUT
The following instructions apply to the entry of pays using the “Clock card input” option. This is the default option for this routine.

Enter the "Employee No" or Press the F8 key to bring up the required employee. The Name, Perm/PTime/Cas status, Classification and Department display on the top line of the screen.

If there has been a pay entered for the selected employee then the option to enter “Another pay” or edit the existing pay, is provided. 

If the “Pre input hours (1,4,)” option has been used then the option is provided to add to or edit the hours already entered. The system will fill in the days that have been entered and by choosing the “Edit input” option from the Options Menu, the week’s pay can be finalised.

The option is also provided, by Pressing the “F9” key, to have the system display the prior week’s pay for this employee. This pay can be imported (via “F1” key) as this week’s pay or be edited as required.

  * Entering Shifts
Enter the "Start" time of the shift. (Note that entering 8 will display the trailing zeros, i.e. 8.00; entering 8.3 displays 8.30; etc.)

Press one of the following for the appropriate crib break:

         "Enter" - to select 1/2 hour crib break

         "0"     - to select no crib break

         "1"     - to select one hour crib break

Enter the "Finish" time of the shift. If there is more than one shift for the day then enter the start time, crib break and finish time for the second and, if required, up to five shifts. If you enter a shift that is longer than 12 hours a warning is displayed.

Press the Enter key at the end of the last shift for the day and the details are displayed in the top portion of the screen. The hours are dissected to the appropriate columns, i.e. Total, Normal, Sat, etc.

If there is no entry for the employee for a day then Press the Enter key to bypass the day. If the shift details for a particular day are repeated on subsequent days then Pressing the "+" key will repeat the shift details of the previous working day.

You can edit the shift details entered by using the Up & Down arrow keys to move to the day requiring correction and the Left & Right arrow keys to edit the day's details. The “/” key represents the 1/2 hour crib break. The F5 key will delete all the details for a day.

1. NORMAL PAY (Cont.)
 (b) CLOCK CARD INPUT (Cont.)

 * Other Hour Types (ARDO, Sick, Holiday, etc)
The shift may be preceded by one of the following letters to designate that the time related to a specific hour type. The options are:

  "O" - for forced Overtime
“R” – for Rostered Day Off

  "H" - for Holiday (Annual Leave)
“W” – for Workers Compensation

  "S" - for Sick Leave

“L” – for Long Service Leave

  "A" - for Additional Rostered Day Off (ARDO)
If one of the above keys is entered with no accompanying shift details then the whole day will be treated as that hour type. The exceptions to this are Overtime (O) and work on a Rostered Day Off (R) which must have shift details entered as well. You are not able to enter shift times with an Additional Rostered Day Off (A) as the employee is not entitled to take a part of an ARDO.

You complete the week's input for the Employee by entering through each of the days or by Pressing the Escape key after the shift details for the last day worked in the week have been completed.

  * Permanent Employee - a Sample Pay
The example below shows a completed input screen for a Permanent who did not work on the Public Holiday, had an ARDO on Tuesday, took 4 hours Holiday (Annual Leave) on Wednesday, worked 3 hours of Overtime on the Thursday and was Sick on the Friday afternoon.
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1. NORMAL PAY (Cont.)
 (b) CLOCK CARD INPUT (Cont.)
The above example, although not a typical week for a Permanent employee, does highlight a number of the pay options available in the system. Points worth noting from the above example include:

*
the system detects the Public Holiday on Monday and pays the Permanent Employee a full day's pay. The same would apply to a Part-timer with the day's pay being his average day. 

ACT based clubs need to Press P on the day of the Public Holiday for the employee to be paid a day's pay - i.e. if the holiday fell on a rostered day.

*
the Holiday Leave Loading is calculated for the 4 hours of Annual Leave with the Leave records updated during the End of Week routine.

*
the Laundry and Clothing allowances are paid as per the setup in the employee’s file. 

*
the system records the fact that the employee worked on the Sunday and adds another day in the “Sun/PH” field. This contributes to his additional Annual Leave entitlement.

  * Casual Employee - a Sample Pay
The example below shows a completed input screen for a Casual who works a 5 hour shift on Sunday and Tuesday, two shifts on Wednesday and a no- break shift on Friday.
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1. NORMAL PAY (Cont.)
 (b) CLOCK CARD INPUT (Cont.)
Some points worth noting from the above example include:

*
The “Shift” penalty has been calculated on the basis of 5 hours Tuesday, 3 hours Wednesday and 2 hours Friday and these hours are highlighted in the "ShHr" column. 


*
The Laundry and Clothing allowance has been calculated on the basis of 4 shifts at $2.01 per shift.

*
The Meal allowance has been calculated on the basis of 4 shifts at $7.76 per shift.

*
The first shift on Wednesday (16.00-18.30) is treated as a 3 hour shift as the 3 hour Casual minimum applies. This adds with the second shift of 3 hours to give a total of 6 hours.

*
The shift on Friday is automatically broken into Friday hours (2.0) and Saturday hours (3.0) with the shift penalty only applying to the Friday hours. A No Break Penalty of .5 hours is displayed in the "Other" column as the shift exceeded 5 hours without a break.

 (c) OPTIONS MENU
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On completion of the entry of hours, either via      0 Accept input           

Clock Card Input or Actual Hours, a window appears   1 Edit input             

with the following options.                          2 Offload hours         

                                                     3 Edit allowance    

Enter the number next to the desired option to       4 Prepayments     

select or use the arrow keys. If the menu hides a    5 Edit Shift qty          

shift that you want to view then you can use the     6 Offload TIL         

Left & Right arrows or Page Up & Page Down keys to   7 Payment TIL         

move the menu.                                           

  * Accept Input
Selecting "Accept input" completes the pay and prints the details on the audit trail.

  * Edit Input
This option allows you to return to the input screen to edit the shift detail (Clock Card input) or the number of hours for each hour type (Actual Hours).

  * Offload Hours
This option allows the off-loading of hours for an employee to a Department and/or Classification different to that designated in the employee details. These details were set up in the "Add Employee (2,1,1,)" routine.

1. NORMAL PAY (Cont.)
  * Offload Hours (Cont.)
The need to use this option could arise when an employee is rostered to a duty that is different from the normal and the associated hours need to be allocated to the correct Department and maybe the employee paid at a higher rate of pay.

If the hours offloaded are to a Classification higher than the normal,  then the employee is paid at the higher rate of pay for the hours worked at the higher Classification, e.g. a Bar Steward rostered on as a Supervisor for a shift. If the hours to be offloaded are to a Classification lower than the normal, then a Permanent employee will be still paid at his normal rate of pay, whereas a Casual will be paid at the lower rate.

Selecting the “Offload hours” option displays the following 3 possible methods of offloading. 
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0 SHIFT  - will over ride any prior manual offload




1 MANUAL – will over ride any prior shift offload




2 FIXED  - reset default fixed percentage offload

There are three ways of offloading hours as set out above. If one method has been used already for this pay then by using the other option the offloads entered via the alternative method will be over-ridden. The FIXED option is the fixed percentage offload as set up in the employee file via “Add employee (2,1,1,)”.

Offload Hours – SHIFT

After selecting this method, the first of the shifts in the Clock Card input screen is highlighted. Use the arrow keys to move to the required shift and Press the Enter key. The window containing the Standard Offloads is displayed. These are set up via the routine “Create Standard offloads (2,3,5,)”.

Select the required Standard Offload by entering the 2 character code or using the arrow keys to highlight and Press the Enter key. You can repeat this process for as many shifts on the input screen as required. 

If the required offload has not been set up as a Standard, then by Pressing the Escape key instead of the 2 character code the system will display the Classification screen for selection and then the Department screen for selection. This is a useful option for one-off offloads that do not warrant a Standard Offload being established on the system.

As the shifts are off-loaded, the colour of the shift changes to red. By moving the highlight bar over the shifts, the offload details set up for that shift (i.e. Classification and Department) are displayed on the row in the middle of the screen. 

You can remove an offload for a shift by highlighting it and Pressing the “DEL” key or add an offload by highlighting it Pressing the “INS” key. 

1. NORMAL PAY (Cont.)
  * Offload Hours (Cont.)
Offload Hours – MANUAL

Selecting the MANUAL method brings up the "OFFLOAD HOURS MANUAL" window. 

The system displays the pay details with the allocation to the department as set up in the employee details file. The total hours worked by hour type is shown in the far left column with the allocation by Department all included in the first of the columns to the right.

The system provides the facility to split the employee's pay over 20 Classifications and Departments.

A NO response to the "Information correct" prompt takes you to the "Classification" heading in the next available column. You can use the arrow keys to move the highlight bar to the required field. You may wish to change the base Classification and/or Department for this employee for this pay. Simply use the Left arrow to move the highlight bar to the first of the Offload columns.

Press the Enter key on the highlight bar to allow entry of the "Classification" to which the hours are to be offloaded. 

You can Enter the required Classification number, if known, or Press the F8 key and select the required one.

Next, select the "Department" to which the hours are to be offloaded by Entering the Department number, if known, or Press the F8 key and select the required one.

Use the Up and Down arrow keys to move to the different hour types and Enter the hours to be offloaded to the selected Classification and Department. The entered hours are automatically deducted from the original settings and displayed in the current column.

The option exists, at this point, to Press the F8 key to view the employee's hour types by day for the current week. This facility should help ensure that the right hours are offloaded to the correct Classification and Department. Press any key to clear the hour types by day window.

Press the Escape key to complete the input to a column and to move to the next column for a further offload.

Repeat the operation until the offloading to all Classifications and Departments is complete. 

Press the Escape key at a blank Classification field to bring up the "Information correct" prompt. A YES response returns you to the Options Menu.

A completed offload screen is shown below with the details of the Casual pay shown previously used as an example. In this case, the employee's Friday night/Saturday morning shift has been offloaded to a Supervisor Classification working in the Poker Machine area.

1. NORMAL PAY (Cont.)
  * Offload Hours (Cont.)
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  * Edit Allowance
This option allows you to edit the details in the "Penalty/Allowance" window and on entry to this area the details of how the system calculated each of the items is shown by day. This greatly simplifies checking of how the system has arrived at the displayed values.

Enter down through each of the items and amend as required. Any changes made to the values calculated by the system will be noted with an "*" on the printed audit trail. Escape to the Options Menu when completed.

Selecting the "Edit allowance" option on the previously displayed sample Casual pay would result in the following screen display.
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1. NORMAL PAY (Cont.)
  * Prepayments (Subs)
This routine allows for the deduction of prepayments (subs) for an employee for the current week. After selecting this option, Enter the amount in the "Prepayment" area.

  * Edit Shift Quantity
This option allows editing of the details stored for "Sun/PH” (Sundays & Public Holidays), number of “Shifts" and "Norm hrs" (Normal Hours) in the middle row of the screen. The Number of Shifts and Normal Hours figures are used to calculate Allowances that are paid on a per Shift or per Hour basis as set up in the employee file.

Edit the details as required by use of the Enter key and on completion you are returned to the Options Menu.

  * Offload TIL (Time in Lieu)
This option provides the facility to offload Overtime to a special file for later use as payment for time off in lieu of Overtime. The routine will only be enabled when hours exist in the Overtime columns (1.5, 2.0, etc). The cursor moves to the first Overtime column and allows offloading of hours to the TIL category.

  * Payment TIL (Time in Lieu)
This routine allows the payment of hours allocated to the TIL file as specified in the "Offload TIL" routine. Selecting this option, a window is displayed detailing the hours off-loaded as TIL for this employee previously. Enter the hours to be paid in the "Paid TIL" area.

    Other options available on the Clock Card input screen are



“F4” to display the Award details for this employee



“F5” to display the Leave details for this employee



“F6” to display the Pay Envelope for this pay input



“F7” to display the MANUAL Offloads for this pay



“F8” to display how the Shifts were broken up by day by hour type. Use the Up & Down arrow keys to step through each day of the pay week



“Esc” to exit the routine

 (d) ACTUAL HOURS INPUT
The Actual Hours Input routine is used where Clock Card input is not applicable or where the pay details are standard each week, and it is quicker entering the hour types as a total number.

Enter the employee "No" or Press the F8 key to bring up the required employee. The Name, Perm/PTime/Cas status, Classification and Department display on the top line of the screen.

1. NORMAL PAY (Cont.)
 (d) ACTUAL HOURS INPUT (Cont.)
The option is provided, by Pressing the “F9” key, to have the system display the prior week’s pay for this employee. This pay can then be imported (via the “F1” key) as this week’s pay or be edited as required.

The system then prompts for the entry of the number of hours within each hour type. Simply Enter the applicable number of hours next to the appropriate category until the input for the employee is complete. Pressing the Escape key at any time will complete the entry of hours.

The system then allows editing of the details relating to "Sun/PH” (Sundays/Public Holidays) worked, the number of “Shifts" and the "Normal Hours" associated with this input.

Any Shift Penalties and Allowances that relate to shift details need to be entered via the "Edit Allowance" option that appears in the sub-menu on completion of the input. The only allowances that are calculated automatically are weekly allowances (e.g. Permanent Laundry & Clothing) and any Holiday Leave Loading on any Holiday hours entered.

The screen for Actual Hours Input differs from the Clock Card Input screen and a sample is shown below.
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On completion of the input, the Options Menu is displayed as with Clock Card Input. Detailed instructions for the items in this menu are detailed in the "(c) OPTIONS MENU" section above.

2. MANUAL PAY (1,2,)
This routine is intended to cater for all situations not covered by the "Normal Pay" routine, i.e. Adjustment Pays, Holiday and Termination Pays. 

For clients running the “Limited” version of the system, the first option in this routine “Manual pay input (auto calculate)” is used to process the Normal Pays.

On entry to the routine you are required to select from the menu as shown below.
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 1. MANUAL PAY INPUT (Auto Calculate) (1,2,1,)

On entry to the routine you are prompted to Enter the employee “Number" or Press the F8 key to display the employees on the system and select the required one. The details of the employee are displayed along with Classification/Department details as allocated in the "Add Employee (2,1,1)" routine.

If there has been a pay entered for the selected employee then the option to enter “Another pay” or edit the existing pay, is provided. 

The system moves to the first “Classification/Department” column and prompts you to “Enter hours”. Use the arrow keys to move to the required “Hour Type” row and Enter the Hours. The $-value is displayed.

The F8 key allows you to display the rates stored for this employee while in the “Hours” column.

Continue to enter the hours for each type until completed. Press the F2 key to move to another Classification/Department column. This would be required if you were paying the employee at a different Classification for part or all of the week, or needed to offload part of the pay to another Department.

Enter the “Classification” number or Press the F8 key to display the window of Classifications and select the required one. Enter the “Department” number or Press the F8 key to display the window of Departments and select the required one. Enter the hours as required.

Once all the hours have been entered, Press the Escape key to move to the Penalties/Allowances section of the screen. Enter any “Penalties” (Shift, Night, Broken) that apply to this pay.

The system displays the Laundry & Clothing allowances if they have been set up for this employee and these can be overridden if required. The system then moves to the user-defined Allowances column and for those allowances that have been set up for this employee, the system stops to allow the entry or edit of the allowance. 

2. MANUAL PAY (Cont.)
 1. MANUAL PAY INPUT (Auto Calculate) (Cont.)

Any pay adjustments (positive or negative) can be entered in the “Adjust” field.

The system then moves to the user-defined Deductions column and for those deductions that have been set up for this employee, the system stops to allow the entry or edit of the deduction. 

The system then moves to the “Taxation” field and will allow you to override the calculated tax level. The Tax Calculator can be accessed at this point via the F8 key.

After entering on the Taxation field, the system displays the “PAYMENT METHOD” menu with the options being.

1. “Bank net pay” – this only applies if the Bank All details have been set up in the employee’s file

2. “Include in Coinage” – this would normally be used if the pays were not to be banked directly

3. “Separate payment” – this is selected if you want this pay excluded from either the direct Banking or the Coinage Analysis

4. “Edit input” – allows you to edit any aspect of the pay

Select the required Payment Method to complete the pay or Press the Escape key to abort the input.

A completed Manual Pay screen would appear similar to that shown below:
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 2. MANUAL ADJUSTMENT (Allow Negatives) (1,2,2,)
This routine is used mainly to correct pays from previous pay weeks. You may have entered a pay to the wrong pay type (e.g. Sick Pay instead of Workers Comp.) or an employee may have been overpaid in a previous week and you need to process a negative pay to correct the situation.

On entry to the routine you are prompted to Enter the employee “Number" or Press the F8 key to display the employees on the system and select the required one. The details of the employee are displayed along with Department details as allocated in the "Add Employee" routine.

If there has been a pay entered for the selected employee then the option to enter “Another pay” or edit the existing pay, is provided. 

You are able to move to any field on the screen to enter the required details. Negative amounts are entered with a minus. The first column within each Classification/Department column relates to hours with the second being $-value. The system does no calculations at all allowing total flexibility of input.

The system moves to the first “Classification/Department” column and prompts you to “Enter hours”. Use the arrow keys to move to the required “Hour Type” row and Enter the Hours. Then Enter the “$-value”. 

The F8 key allows you to display the rates stored for this employee while in the “Hours” column.

Continue to enter the hours and $-value for each Hour Type until done. Press the F2 key to move to another Classification/Department column. This would be required if you were paying the employee at a different Classification for part or all of the week, or needed to offload part of the pay to another Department.

Enter the “Classification” number or Press the F8 key to display the window of Classifications and select the required one. Enter the “Department” number or Press the F8 key to display the window of Departments and select the required one. Enter the hours and $-value as required.

Once all the hours have been entered, Press the Escape key. If the employee is a Permanent, then the system prompts for the “ARDO ACCRUAL” that will apply to this pay. Enter the number of hours, if applicable.

The system then moves to the Penalties/Allowances section of the screen. Enter any “Penalties” (Shift, Night, Broken) that apply to this pay. Enter any award “Allowances” that apply to this pay.

The system then moves to the user-defined Allowances column and for those allowances that have been set up for this employee, the system stops to allow the entry of an allowance. 

The system then moves to the user-defined Deductions column and for those deductions that have been set up for this employee, the system stops to allow the entry of a deduction. 

The system then moves to the “Taxation” field and will allow you to enter the required tax. The Tax Calculator can be accessed at this point via the F8 key.

2. MANUAL PAY (Cont.)
 1. MANUAL PAY (Allow Negatives) (Cont.)

After entering on the Taxation field, the system displays the “PAYMENT METHOD” menu with the options being.

1. “Bank net pay” – this only applies if the Bank All details have been set up in the employee’s file

2. “Include in Coinage” – this would normally be used if the pays were not to be banked directly

3. “Separate payment” – this is selected if you want this pay excluded from either the direct Banking or the Coinage Analysis

4. “Edit input” – allows you to edit any aspect of the pay
Select the required Payment Method to complete the pay or Press the Escape key to abort the input.

 3. HOLIDAY PAY (1,2,3,)
This routine is designed specifically for the input of annual leave and completely automates the payment of single or multiple weeks of holiday pay. The system automatically calculates the Tax and Leave Loading, along with the Allowances and Deductions based on the number of weeks of holiday.

On entry to the routine you are prompted to Enter the employee “Number" or Press the F8 key to display the employees on the system and select the required one. The details of the employee are displayed along with Classification/Department details as allocated in the "Add Employee (2,1,1)" routine.

If there has been a pay entered for the selected employee then the option to enter “Another pay” or edit the existing pay, is provided. 

You are then prompted to Enter the "Holiday hours". 

A window then appears to allow you to have the system calculate both the “shift/weekend penalties” the employee would have been paid if he had worked his normal roster and the “holiday leave loading”. This allows you to select the higher of the two (Penalties vs Leave Loading) for insertion into the employee’s Holiday Pay.

Enter the “NORMAL”, “SHIFT” and “NIGHT SHIFT” hours that this employee would have worked if he/she was not on holidays. Enter the hours the employee would have worked on Saturday and Sunday. When completed, Press the Escape key to have the system calculate the applicable penalties.

The window will then display the calculations for:


“LOADING BASED ON 17.5%” and


“TOTAL VALUE OF PENALTIES”
along with the “WEEK LOADING”, the number of “WEEKS” and the “TOTAL LOADING” for both methods. Simply select the higher of the two figures and Press the Enter key to insert the value in the Holiday Pay window.

2. MANUAL PAY (Cont.)
 3. HOLIDAY PAY (Cont.)
A sample of the “Holiday Loading Calculation” window is shown below:
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The system then displays the calculated pay with the option to edit the Holiday Loading, Allowances and Deductions applicable to this employee.

You are able to use the arrow keys to add additional Hour Types to the Holiday Pay, e.g. ARDO’s, etc. This allows for the preparation of a pay that may contain Normal, Overtime, Public Holiday, other Leave as well as Annual Leave in the same Holiday Pay.

You can Press the F2 key to move to another Classification/Department column for offloading the pay. This may be required if you want to offload part of the Holiday Pay to another Department.

Once all the hours have been entered, Press the Escape key. The system prompts for the “ARDO ACCRUAL” that will apply to this pay. Enter the number of hours, if applicable.

The system then moves to the Penalties/Allowances section of the screen. Enter any “Penalties” (Shift, Night, Broken) that apply to this pay. 

Enter any award “Allowances” that apply to this pay. The system will display the Clothing Allowance for the number of weeks, if applicable.

The system then moves to the user-defined Allowances column and for those allowances that have been set up for this employee, the system stops to allow the entry of an allowance. 

The system then moves to the user-defined Deductions column and for those deductions that have been set up for this employee, the system stops to allow the entry or edit of the deduction. 

The system then moves to the “Taxation” field and will allow you to accept or override the tax. The Tax Calculator can be accessed at this point via the F8 key.

2. MANUAL PAY (Cont.)
 3. HOLIDAY PAY (Cont.)
After entering on the Taxation field, the system displays the “PAYMENT METHOD” menu with the options being.

1. “Bank net pay” – this only applies if the Bank All details have been set up in the employee’s file

2. “Include in Coinage” – this would normally be used if the pays were not to be banked directly

3. “Separate payment” – this is selected if you want this pay excluded from either the direct Banking or the Coinage Analysis

4. “Edit input” – allows you to edit any aspect of the pay
Select the required Payment Method to complete the pay or Press the Escape key to abort the input.

A sample Holiday Pay screen for a Permanent employee is shown below:
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 4. TERMINATION PAYS (1,2,4,)
This routine provides the same facility as the “Manual Adjustments (allow negatives)” option described above with the only difference being that you are prompted to enter the "Lump Sum Payment (A-B-C-D)" details once you have completed the pay input. 

With the complexity of options that are involved in the preparation of an employee's termination pay, this routine is not automated and assumes the details will be calculated manually.

2. MANUAL PAY (Cont.)
 4. TERMINATION PAYS (Cont.)
Once a Termination Pay has been processed, the end of pay week date is inserted in the employee's file in the "Date terminated" field and further pays are prevented for this employee.

If the details of the Lump Sum Payments (A-B-C-D) are not available when the Termination Pay is prepared, the values can be entered at a later date via the routine "Lump Sum A-B-C-D (2,1,4,)". These details will then be recorded on the employee's Group Certificate.

3. BATCH DELETIONS (1,3,)
This routine allows the deletion of previously entered pays for the current pay week. On entry to the routine, the system displays the pays entered into the current week’s batch file. The "Input” number, "Employee” name" and "Input type” are displayed.

Use the arrow keys to move to the required pay or start typing the surname of the employee. This will highlight the pay for this employee.

Once the required pay is highlighted, Press the Enter key. The employee details are displayed along with the prompt "OK to delete YES NO".

A NO response returns you to the displayed batch file while a YES response removes the pay from the batch file for the current pay week and prints a pay deletions audit trail.

4. PRE INPUT HOURS (1,4,)
This routine allows the entry of clock card hours for individual days leading up to the normal pay day. It enables you to reduce the workload on pay day by already having entered the previous days in the week. This will leave only the last day of the week to add on pay day.

Times entered via this routine can be accessed as you enter the employee “Number” in “Normal Pay (1,1,)”. 

On entry to the “Pre Input Hours” routine, the days of the current pay week are displayed. Use the arrow keys to select the required day.

The system prompts for you to Enter the employee “No” or Press the F8 key to display the employees on the system and select the required one.

Enter the “Start” “Crib Break” and “Finish” times for this employee. Repeat for as many employees as required. You can amend a previous entry by use of the Up & Down arrow keys to highlight an entry and then the Left & Right arrow keys to edit. Press the F5 key on the times for a selected employee number to delete an entry.

When all input for the selected day is completed, Press the Down arrow key from the “No” column. This will display the “OK to save” prompt. A YES response will save the details and return you for the selection of another day.

4. PRE INPUT HOURS (Cont.)
A completed Pre Input Hours screen would appear similar to that below.
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5. ROSTER HOURS (1,5,)
This facility will be added in future releases of the product.

6. REPRINT AUDIT TRAIL (1,6,)
The option to reprint the Payroll input audit trails in either Hours or Times is provided in this routine. The option can be set via “Globals General (2,3,1,)” to delay the printing of the audit trails or have them print immediately you complete the pay input.

On entry to the routine you are prompted to select one of 2 options:


1. Audit trail (hours)  or  2. Audit trail (times)

For either selection, the only prompt is:


“Print audit trail ALL or SELECTIVE (A/S)”
If “S” for SELECTIVE is chosen then the pays entered into the current week’s batch are displayed. Pays with a tick next to them denote that an audit trail has not been produced for those pays. You can tick or untick a pay by moving the highlight bar with the arrow keys and Pressing the Enter key. Only pays that are ticked will be printed.

If “A” for ALL is selected, then the system will print an audit trail for all pays in the current week’s batch.

7. CREATE EFT DISK (1,7,)
This routine will create a disk for Electronic Funds Transfer (EFT) of the employees’ pays to their designated bank accounts. This routine must be run after "End of Week (4,2,)" but prior to "Zero batch files (4,1,)". The necessary global file for this routine is set up in "Create EFT global values (2,3,3,)".

On entry to the routine, the system displays the parameters as set up in the global file and prompts you to Enter the "Processing date". This advises the bank as to which day the pay processing relates.

The option then exists to sort the pays in "A=Alpha" or "B=BSB" order. The default response is "A". You would select "B" for BSB order in the event that the pays were to be processed manually by the banks to the appropriate employee account, from the printed audit trail.

The system then prompts you to insert your diskette in the designated drive and Press the Enter key. The system then creates the file on the diskette and prints an audit trail of each of the pays included. A completed input screen for this routine is shown below.
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ELECTRONIC FUNDS TRANSFER GLOBALS

  Club Name               MIDTOWN R.S.L. CLUB LTD.                    

  Club B.S.B.             085-523-85426321                            

  Club ID                 698701                                         

  Club's Bank             NAB                                         

  Type of processing      S                                           

  Club short name         MIDTOWN RSL                                 

  Data file name          A:NAB.ABA                                   

  Self balancing          YES                                 
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  Processing date         12/01/1999                                  

  Sort A=Alpha B=BSB      Alpha

  Put your disc in drive A then press ENTER

8. PAY SLIPS (1,8)
Selecting "8. Pay slips" from the TRANSACTIONS menu brings up a sub-menu with the following two options:

             1. View pay slips

             2. Print pay slips

 1. VIEW PAY SLIPS (1,8,1,)
This routine enables you to view selected pay slips from the current batch file.

On entry to the routine, the system displays the pays entered into the current week’s batch file. The "Input” number, "Employee” name" and "Input type” are displayed.

Use the arrow keys to move to the required pay or start typing the surname of the employee. This will highlight the pay for this employee.

Once the required pay is highlighted, Press the Enter key to display the pay slip. Use the Left & Right arrow keys to scroll the screen.

Press the Up or Down arrow keys to exit for another selection.

 2. PRINT PAY SLIPS (1,8,2,)
This routine allows you to print pay slips from the current batch file. 

On entry to the routine the system prompts for the following:


“Format Standard / Pay record  (S/P)”
Enter “S” for Standard pay slips where the details of each rate of pay is listed for each hour type. Enter “P” for the Pay Record layout which is the same as the Pay Record printed as part of the “End of Week” routine.


“Length of envelope/pay slip”
The default displayed is that set up in the routine "Globals General (2,3,1,)". Enter to accept the default or change as required. If you use standard pay envelopes as supplied by Computer MAGIC, then the setting should be 33. If you use “3 to a page” pay slips then the value should be 22.

      
"Selective employees  YES NO"
A NO response provides the further option to print the pay slips in Input "Reference (R)”, employee “Name (N)", employee “Number (E)" order. 

The option is then provided to "Start from" the beginning by Pressing the Enter key, or by specifying the appropriate start point. The start point will be a number or name depending on what selection was made previously, i.e. Employee number, Employee Name, etc.

8. PAY SLIPS (Cont.)
 2. PRINT PAY SLIPS (Cont.)
A YES response to the "Selective employees" prompt displays the pays entered into the current week’s batch file. The "Input” number, "Employee” name" and "Input type” are displayed.

Use the arrow keys to move to the required pay or start typing the surname of the employee. This will highlight the pay for this employee.

Once the required pay is highlighted, Press the Enter key to print the selected pay slip. 
A footnote can be added to the pay slip if this option was specified in the “Globals General (2,3,1,)” routine.

9. SUPERANNUATION CALCULATION (1,9,)
This routine allows the checking of how the system has calculated the Superannuation Contribution for a particular pay. It details items included in the calculation and those excluded, in the case of a Permanent employee.

On entry to the routine, the system displays the pays entered into the current week’s batch file. Use the arrow keys to move to the required pay. Press the Enter key to displays the basis for the calculation.

A sample screen for a Casual employee is shown below.
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C) MAINTENANCE (2,)
From the Master Menu, select "2. Maintenance". The following menu then appears on the screen.
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1. EMPLOYEE Maintenance (2,1,)
Selecting "1. Employee maintenance" brings up the following sub-menu.
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 1. ADD EMPLOYEE (2,1,1,)
This routine allows the addition of an employee to the system. The option is provided after entering the employee number, to Press the F1 key and clone the details of an existing employee. This is useful when you need to convert a Casual employee to a Permanent employee.

The details that need to be entered for each employee are as follows.

 1. ADD EMPLOYEE (Cont.)
* Number
-
the system displays the next available employee number. Press the Enter key to accept or Enter any unused number for this employee as required. Press the F1 key to clone the details of an existing employee and select the employee from the window displayed. Edit any fields as required.

* Name
-
Enter the employee name. The recommended format is the Surname first followed by the Given Names, e.g. ROBERTSON Terry John



This maximises the effectiveness of the F8 key facility as the system will sort the employees in alphabetical order.

* Address
-
Enter the employee's residential address as two lines, in the format you want it to appear on the Group Certificate.

* Perm/PTime/Cas
-
Enter "1" for Permanent, "2" for Part-time or "3" for Casual. If Part-time was selected then you are prompted later to enter the "Average hours per week" for this employee.

* Classification
-
Enter the number of the Award Classification for this employee or Press the F8 key and select the required one. The details of the Classification along with the associated Award are displayed.

* Extra per hour
-
this option provides the facility to pay the employee an extra amount per hour above the Award Rate for the specified Classification. The overaward amount is entered as an hourly rate and can be split into two parts to allow it to be included or not in Superannuation, Overtime and Holiday & Sick Leave calculations.

* Casual Meal
- by entering "Y" for Yes and "N" for No, denote whether or not this employee is to be paid a Casual Meal allowance. This allowance does not apply to Permanent employees.

* Broken Shift
- by entering "Y" for Yes and "N" for No, denote whether or not this employee is to be paid a Broken Shift allowance. This allowance does not apply to Casual employees.

* Special hours

- under certain conditions you may not want the system to automatically allocate as Overtime those hours that are worked past the normal hours for a day, e.g. 8 hours. By selecting "Y" for Yes for this option, all hours worked for this employee will be treated as Normal and any Overtime will be designated via the "O" (Overtime) option during entry of the clock card details in the "Normal Pay (1,1,)" routine.

* PHol as leave

-
this option allows for Permanent employees to be paid 1.5 times for work on Public Holidays and the single time worked added to the balance of Annual leave. Enter Y for "Yes" to set this option for the employee.

 1. ADD EMPLOYEE (Cont.)
* LAUNDRY and CLOTHING - the system displays the various combinations of Laundry and Clothing allowances as set up in the routine “Laundry & Clothing Rates (2,4,4,)”. Use the Up & Down arrow keys to move to the desired selection and Press the Enter key. 

* Date employed

-
Enter the Date Employed, i.e. the date this employee was first employed by the Club.

* Anniversary

-
Enter the Anniversary Date. This is the date the system uses to calculate Holiday, Sick and Long Service Leave provisions. This date may differ from the Date Employed if the employee has been upgraded from a Casual to a Permanent or is returning from maternity leave, etc.

* Date last pay
- 
no entry is required as this field is maintained by the system.

* Date terminated
-
 normally this field is maintained by the system and the date of termination would be recorded when the termination pay for the employee was processed. If loading up the system for the first time, part way through the year, then you may wish to add employees that have been terminated and have them included in the Summary Reports and Group Certificate routine. If the field is left blank, the word "ACTIVE" is shown.

* Date of birth
- 
Enter the employee’s date of birth. This field is not mandatory.

* Group cert raised
- if a Group Certificate has been issued to the employee part way through the year, then you can record the date of issue in this field. The system will then not print a Group Certificate for this employee at the end of the year.

* Ave hrs per week

- this field is only relevant for Part-time employees and is used for the calculation of the relevant leave entitlements. Enter the average hours per week for the employee. The system will then maintain this average based on the actual hours worked per week by the employee. 

* Dept-1


- Enter the Department Number that this employee's pay  

* Dept-2



will be allocated to or Press the F8 key to display 

* Dept-3



the Departments on the system and select the 

* Dept-4



required one. The option exists to allocate the employee's pay to more than one Department along with the fixed percentage. This option is used where the allocation to the Departments is a permanent arrangement. For the temporary offloading of hours to other than the employee's normal Department, use the "Offload Hours" facility in "Normal Pays (1,1,)"

 1. ADD EMPLOYEE (Cont.)
* Report exclusion flag
-
this field allows you to set various options with respect to the particular employee. These include the option to:

· “Prompt warning on data entry” which can be used if the employee is away on leave.

· “Exclude from Holiday, Sick & L.S.L. reports” which can be used for employees that do not accumulate leave, e.g. Directors.

· “Suspend ARDO accrual” which can be used for an employee on extended leave.


To set the flag for the various options, arrow to the required option and then Press the Spacebar to toggle the setting to either    YES (Set) or ... (Not Set).

* Superannuation
- selecting this field, a window appears with the various Superannuation Funds set up via “Globals Superannuation (2,3,2,)”. Enter the member Number for this employee for the selected Fund. Enter the Employer Contribution Rate (%) of Superannuation for this employee for the selected Fund. Enter any Extra Per Week ($-Value) that is paid to this Fund as a Salary Sacrifice. Enter “Y” to set the Active flag to Yes. A completed screen is shown below: 
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* TAX
-
By pressing the Enter key with the cursor on the "TAX" prompt, the window below appears and allows entry of the relevant tax details as documented by the employee on the Employment Declaration form. The facility is also provided to deduct extra tax per week ($-amount) or a fixed tax percentage (%), as required by the employee. Setting a fixed tax percentage effectively overrides the standard tax tables. A completed tax information screen would appear as shown below. 



When the tax details are completed Press the Escape key to return to the ADD EMPLOYEE screen.
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1. ADD EMPLOYEE (Cont.)
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* ALLOWANCES
-
Pressing the Enter key while the cursor is on the "ALLOW" prompt, the following window appears and allows for the entry of the Allowances that apply for this employee.

As you move down the major ITEMS the options available for selection are displayed in the small window on the left. Each employee can have a maximum of two allowances from each ITEM.

Selecting the number of the allowance required, displays the DESCRIPTION and prompts for the entry of the AMOUNT. You are then prompted to denote whether the Allowance is per hour - "H", per shift - "S" or per week - "W".

You then denote with a "Y" for Yes or "N" for No whether the allowance is to be included in Club Plus, Holiday Sick and LSL and Taxable Income.

A completed Allowances screen would appear as below:

Once all the details are entered, pressing the Escape key returns you to the ADD EMPLOYEE input screen.

* DEDUCTIONS
-
By pressing the Enter key while the cursor is on the "DEDN" prompt, the following window appears and allows for the entry of the Deductions that apply for this employee.

The first Deduction displayed is "Bank ALL". If a Bank Account is set in this field then the net pay will be banked to it when the BANK NET PAYS option is set to YES.

The second and third deductions are "Bank other 1" and “Bank other 2” and allows entry of the required amount to be deducted from an additional 2 bank accounts.

 
Moving down the major ITEMS the options available for selection are displayed in the small window on the left. Each employee can have two deductions from each ITEM.


1. ADD EMPLOYEE (Cont.)
* DEDUCTIONS (Cont.)

Selecting the number of the deduction required, displays the DESCRIPTION and prompts for the entry of the AMOUNT which can be:

· a $-amount when the deduction is "0=Dollars per week" 

· a % when the deduction is "1=Percentage of Gross EXCLUDING allowances" or "2=Percentage of Gross INCLUDING allowances".
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Enter "0", "1" or "2" as required.

A completed DEDUCTION screen would appear similar to that shown below

Once all the Deduction details are entered, Press the Escape key to return to the ADD EMPLOYEE input screen. Pressing the Escape key from the "TAX", "ALLOW" or "DEDN" displays the "Information correct" prompt.
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A completed ADD NEW EMPLOYEE screen would appear similar to that below.

 2. CHANGE EMPLOYEE (2,1,2,)
This routine allows changes to the details stored for an employee. A full description of each of the fields can be found in the “Add Employee (2,1,1,)” routine as detailed above.

Enter the employee "Number" or Press the F8 key to list the employees on the system and select the required one. The details of the employee are displayed. Use the arrow keys to move to the field requiring change. Pressing the Escape key at any time displays the "Information correct" prompt.

The only employee details that cannot be changed in this routine are:

*
the "Permanent/Part-Time/Casual" flag - if an employee is to be changed from a Casual to a Permanent, for example, then you use the "Add employee (2,1,1,)" routine to create another record for the employee.

*
the "Employee Number"

*
the "Date Last Pay" field - this is maintained by the system.

This routine also allows for the initial entry of the leave details for each employee as at their last anniversary date. Once the initial values are set, the system maintains the ongoing details as a by-product of the payroll processing.

If the employee entered is a PERMANENT then the following Leave screen is displayed.
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A NO response to the "Information correct" prompt allows maintenance of the "Balance (Anniversary)" and "Taken this year" fields for Holiday, Sick and Long Service Leave, and the "Sundays P/Hols" field. The system then updates and maintains each of the leave records as a by-product of the payroll processing.

If the employee entered is PART TIME then the display is the same as for a Permanent except that the "Average hours per week" for this employee is also displayed.

 2. CHANGE EMPLOYEE (Cont.)
For a CASUAL employee, the following Leave screen is displayed.
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A No response to the "Information correct" prompt allows maintenance of the "Hours worked since anniversary" field and the "LSL balance at anniversary" field. The system then maintains the details of the other fields as a by-product of the payroll processing.

 3. DELETE EMPLOYEE (2,1,3,)
This routine provides the facility to delete an employee from the system. An employee cannot be deleted if there are any Group Certificate values stored on the system for this financial year or there is a pay for the employee in the current week’s batch file.

The system prompts for "All or Selective (A/S)".

If "S" was selected then the system prompts for the employee "Number".

Enter the employee number to be deleted. The system displays the employee name along with the prompt "OK to delete YES NO". 

If "A" was selected then all employees that have been terminated via “Termination Pay (1,2,4,)” or have had a date inserted in the “Date terminated” field via “Change Employee (2,1,2,)”, will be deleted.



This routine is normally run after the Group Certificates have been printed and the End of Year has been finalised. It is strongly suggested you take a Backup prior to running this routine.

 4. LUMP SUM A-B-C-D (2,1,4,)
This routine allows the entry of lump sum payments for terminated employees. Often these details are not available when the employee's termination pay is processed and so need to be entered at a later date.

On entry to the routine you are prompted to Enter the employee "Number". You then have the option to Press the F1 key to display the employees with existing lump sum payments, or F2 to print, so that previous input can be checked. Press F3 if you want to remove any Lump Sums that have been previously entered for ACTIVE employees.

The selected employee "Name", "Date of last pay" and "Date terminated" are displayed or printed as specified. A NO response to the prompt "Information correct" allows entry of Lump Sum Payments A,B,C and D.

 5. USER DEFINED INFORMATION (2,1,5,)
This routine allows input of additional information to be held for each employee as defined in the routine "User defined fields (2,3,7,)". The details are printed in a report "Employee Extra Info. (3,2,8,)" and can be a useful tool for Supervisors setting up rosters or scheduling employees for various shifts.

On entry to the routine you are prompted to Enter the employee "Number" The employee "Name" is displayed.

Enter the contents of the fields as required for the selected employee. When the input is completed, Press the Escape key to bring up the "Information correct" prompt. 

A sample completed screen is shown below.
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 6. ARDO BALANCE (2,1,6,)
This routine allows the entry of the current balance of the employee's accrued Additional Rostered Day Off (ARDO's). Once the correct balance has been set the system will then maintain the hours Accrued, hours Taken and the Balance as a by-product of the payroll processing.

On entry to the routine you are prompted to Enter the “Employee” number the details of the Opening Balance, Accrued hours, hours Taken and Balance by date are displayed. The Up and Down arrow keys allow for scrolling transactions not visible in the current window.

Press the "F1" key to edit the current ARDO Balance. The system displays a small window that shows the "Current BALANCE" and prompts for the "Revised BALANCE". After entry of the Revised Balance the "Opening Balance" is adjusted accordingly to take into account the new Balance and the transactions already entered into the system.

Press the Escape key to complete the input and display the "OK to save NEW BALANCE" prompt.

 7. EMPLOYEE COMMENTS (2,1,7,)
This routine provides the facility to record relevant information about employees pertinent to the payroll or personnel records of the club. Details such as performance reviews, training plans, etc can be recorded as examples.

On entry to the routine the employees are displayed. Type the name of the employee required or use the arrow keys to select. Press the Enter key for the selected employee.

A screen allowing 110 lines of text appears with the option to Press the Escape key to exit from the routine, F1 for Help on the Word Processing options or F2 to Save the comments entered.

 8. CHANGES AUDIT TRAIL (2,1,8,)
This screen based report lists changes made to employee files, via the “Change Employee (2,1,2,)” routine, that relate to Classifications, Awards, Allowances, Over Award Payments and Weekly Award rates.

On entry to the routine, you are prompted to Enter the employee "Number" or Press the F8 key to display the employees on the system and select the required one. The screen lists all the changes for the selected employee, showing the “Field” Description, the “Old value” of the field and the “New value” of the field.

 9. SEARCH AND REPLACE (2,1,9,)
This routine allows you to globally change the values of each of the user-defined Deductions set up on the system. It is a routine that will search for a particular value and replace it with another value that you specify. For example, if the Union Fees increased from $3.90 to $4.10 per week, or the Social Club contributions increased from $5.00  to $7.00 per week. 

On entry to the routine the major Deduction headings are displayed. Use the arrow keys to select the required Deduction heading and Press the Enter key. The items within the major heading are then displayed. Select the required Deduction from the window and Press the Enter key.

You are then prompted to Enter the amount you want to “Replace” and then the amount you want to replace it “with”. The example of the Union Fees referenced above is shown below:
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The system scans through each employee and changes those that are affected. You can repeat the process for as many items or rate changes as required.

2. SYSTEM MAINTENANCE (2,2,)
Selecting "2. System maintenance" from the Maintenance Menu brings up the following sub-menu.

[image: image29.png]Club Neme
Club B.S.B.

cum 10

Club's Bank

Type of processing
Club short name
Data file name
Self balancing

INSFER GLO

MIDTOWN R.S.L. CLUE LTD.
085-523-85426321

698701

1B

H

HIDTOWN RSL

LINAB.RBL

TES

Information correct [ MO





1. ALLOWANCES (2,2,1,)
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This routine allows you to specify the names of the allowances that are applicable to your Club. The actual $-amount of the allowance and whether it applies on an hourly, shift or weekly basis are specified in the individual employee files via the "Add employee (2,1,1,)" or "Change employee (2,1,2,)" routines.



On entry to this routine you are provided with the capacity to set up six main groups each with five allowances, as shown. The only restriction is that each employee can have a maximum of two allowances from each of the six groups, i.e. 12 in total.



A NO response to the “Information correct” prompt highlights the first group. The arrow keys allow you to select the group to change and Pressing the Enter key will enable editing of the heading and each of the 5 allowances.



When you have completed the group and the border is highlighted, either use the arrow keys to move to the next group to edit or Press the Escape key to bring up the “Information correct” prompt.



A NO response returns you to the first group for further editing. A YES response completes the changes and exits from the routine.

2. DEDUCTIONS (2,2,2,)

This routine allows you to specify the names of the deductions that are applicable to your Club. The actual $-amount of the deduction is set up in the individual employee files via the "Add employee (2,1,1,)" or "Change employee (2,1,2,)" routines.
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On entry to this routine you are provided with the capacity to set up five main groups each with five deductions, as shown. The only restriction is that each employee can have a maximum of two deductions from each of the five groups, i.e. 10 in total.



Note that the SUPER group is maintained in its own routine.


A NO response to the “Information correct” prompt highlights the first group. The arrow keys allow you to select the group to change and Pressing the Enter key will enable editing of the heading and each of the 5 deductions.

The system does preclude changes to the headings "SUPER" and "UNION" and to the deduction names in the “SUPER” group. The contents of the “SUPER” group are maintained via “Globals Superannuation (2,3,2,)”. 

Prepayments must always be in the last position as shown.

When you have completed the group and the border is highlighted either use the arrow keys to move to the next group to edit or Press the Escape key to bring up the "Information correct" prompt. A NO response returns you to the first group for further editing. A YES response completes the changes and exits from the routine.

 3. COST CENTER NAMES (2,2,3,)                           

This routine allows you to specify the names of up to 20 Cost Centers that can be used by the Club to apportion the payroll. Each Cost Center can be further broken down into an unlimited number of Departments and these are set up in "Departments (2,2,4,)". 

A NO response to the "Information correct" prompt takes you to the window, as shown. Enter the name of the Cost Centers as required and when completed, Press the Escape key to bring up the "Information correct" prompt. A NO response returns you to the first Cost Center for further input. A YES response completes the changes and exits the routine.      

4. DEPARTMENTS (2,2,4,)                           

This routine allows you to specify the names of the Departments that will be used by the Club, in conjunction with the Cost Centers, to apportion the cost of the payroll. An unlimited number of Departments can be retained on the system with each of them pointing to one of the 20 Cost Centers previously specified.

You need to have entered the "Cost Center Names (2,2,3,)" before entering the Department names.

A NO response to the "Information correct" prompt takes you to the input window and prompts for the first "DEPARTMENT". Enter the details of the Department Name.

The system then prompts for the "COST CENTER" that this Department will be aligned to. Enter the number (1-20) of the required Cost Center as specified previously. The Cost Center name will display. You are able to point an unlimited number of Departments to the one Cost Center.

Continue until all the Departments with their associated Cost Centers have been entered.

Press the Escape key to bring up the "Information correct" prompt. A NO response returns you to the window for further input. A YES response completes the changes and exits the routine.

A sample completed input screen is shown below.
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 5. ACCOUNTING PERIODS (2,2,5,)                           

This routine allows you to specify the details of the Accounting Periods used by the Club. The default is 12 periods with the end of Accounting Period being the end of calendar month, however, some clubs have variations to this.

You are able to set a maximum of 13 periods, allowing for Accounting Periods to be 4 week periods, or to specify the number of periods to be as low as 4 to cater for quarterly accounts.

On entry to the routine the following prompt is displayed.

     "Periods = Calendar months"
A YES response will automatically display the end of calendar months for the year along with the "Information correct" prompt.

A NO response requests "Number of accounting periods". On entering the required number, you are then prompted to enter the ending dates for the specified number of periods in the DD/MM/YYYY format. On completion, the "Information correct" prompt is displayed allowing acceptance of the changes or the option to edit the input further. Pressing the Escape key aborts the input and exits the routine.

 6. TAX CO-EFFICIENTS (2,2,6,)                           

This routine allows the entry of the Tax Co-efficients that determine the tax scale for each level of income. Normally, this routine would only be used in the event of a change to the Tax Scales by the Tax Office.

The details of any changes required to the Tax Co-efficients, will be supplied by Computer MAGIC, at the appropriate time. 

 7. PAYROLL JOURNAL SETUP (2,2,7,)                           

The system produces a Payroll Journal that can be used to post the appropriate entries from the Payroll system to the General Ledger. This routine allows the entry of the relevant General Ledger Account numbers so that the Payroll Journal can be easily entered into the General Ledger system.

On entry to the routine, the EXPENSE ACCOUNT NUMBERS screen is displayed allowing for the input of the Account numbers for Wages & Salaries, Payroll Tax, etc for each of the specified Cost Centers. Move around the screen by using the Enter and arrow keys. Pressing the Escape key at any time brings up the "Information correct" prompt.

Once the details of the first screen have been entered, the system displays the next input screen as shown below. Again, the relevant General Ledger Account number can be entered for each Control and Clearing Account as required. The Enter key moves you down through the screen while Pressing the Escape key brings up the "Information correct" prompt.

7. PAYROLL JOURNAL SETUP (Cont.)                           

The completed screens for the Payroll Journal setup would appear similar to those shown below.
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3. GLOBAL MAINTENANCE (2,3,)
Selecting "3. Global maintenance" from the Maintenance Menu brings up the following sub-menu.
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1. GLOBALS GENERAL (2,3,1,)
This routine allows you to set a number of system options that will affect the way in which the Payroll system operates. They are as follows:

* Delay printing of input audit trail  (Y/N) 

The system provides the option to suppress the printing of the audit trail during payroll input. You are then able to selectively print the audit trail at a later time via “Reprint audit trail (1,6,)”. This may be useful if you are operating on a network and are sharing a printer. It will mean that you don’t tie up the printer for the time you take to enter the time sheets. The other option is to print the audit trail as you complete the pay input and Escape from the routine.

Enter “Y” for YES to delay the printing of the audit trail, Enter “N” for NO to have the audit trail print at the time of pay input.

* Bank net pays  (Y/N)
If you are using the EFT facility to transfer employee’s pays directly to their bank accounts, then the setting should be set to YES. 

If you want to temporarily disable the EFT facility and pay the employees by cash for a particular week then change the setting to NO.

* Crib break default re penalty period  (O/W)


This option allows you to set as a default, whether or not the crib break will be deemed to be taken Outside “O” or Within “W” the penalty period. The system will override this setting in special circumstances where, for instance, the time worked in the penalty period is the same as the length of the crib break.



Enter “O” for Outside and “W” for Within. 

 1. GLOBALS GENERAL (Cont.)
* Long service leave accrual period

This option allows you to set the minimum period before Long Service Leave will be valued in the Provision Report. Normally the setting is 5 years.



* Long service leave for casuals  (Y/N)

This option allows you to include Casuals in the Long Service Leave accrual – Enter “Y” for YES or “N” for NO.


* Rounding of net pays  (N/C/$)


The system provides the facility to round the net pays to one of the following three settings with the difference being added to Tax.



NO ROUNDING
-
Enter “N”




ROUND TO 10c
-
Enter “C”




ROUND TO $1
-
Enter “$”

* Footnote on payslip  (Y/N)
The system provides the facility to add a footnote to the Pay Slips / Pay Envelopes produced via the routine “Print pay slips (1,8,2,)”.

Enter “Y” for YES or “N” for NO to prompt for a footnote.

* Delay printing of End of Week (EOW) reports  (Y/N)
The option is provided to delay the printing of the End of Week reports to a later stage.  

Enter “Y” for YES to delay the printing of the reports to a later time. 


Enter “N” for NO to print the reports as the Period Reset routine is processed. 

* Show banking included in the Net Pay  (Y/N)

The system normally shows the amount banked of an employee’s pay in the Banking Deduction section of the Pay slip. If the Bank Net Pays option is set to YES then the employee’s total net pay will be shown as a Banking Deduction and the NET PAY will be shown as zero.

The option exists to have the amount banked shown as NET PAY on the Pay slip. Enter “Y” for YES or “NO”.

* Allow $100 notes in coinage  (Y/N)

To have $100 notes included in the coinage analysis, Enter “Y” for YES. To have the maximum denomination in the coinage analysis set to $50, Enter “N” for NO.

1. GLOBALS GENERAL (Cont.)
* Payslip lines  (0 = 25/26 else minimum of 22)

This option allows you to set the default setting for the type of stationery used for printing Pay slips and Pay envelopes. The number entered is the number of lines for each form based on 6 lines per inch. Normally the setting is “33”, and this is the correct number for the Pay envelopes supplied by Computer MAGIC. For the “3 to a page” Pay slip the value should be 22. If you are using the Moore Paragon Pay envelopes which are alternatively 25 and 26 lines per form then simply Enter “0”.

* Use VERY wide pay envelopes  (Y/N)

This again relates to the type of stationery used for Pay envelopes, Enter “Y” for YES to use very wide Pay envelopes or “N” for normal width Pay envelopes.

* Audit trail default  (H/T/B/)

This option determines in what format the audit trail prints.

Enter “H” for the audit trail to include only the total Hours worked.

Enter “T” for the audit trail to include only the Times worked.

Enter “B” for the audit trail to include Both hours and times worked.



A sample GLOBALS GENERAL screen is shown below.
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2. GLOBALS SUPERANNUATION (2,3,2,)
This routine is used to set up the global settings for the various Superannuation Funds to be accessed on the system. 

A NO response to the “Information correct” prompt will allow editing of the Superannuation Globals screen.

Enter the “First Fund name” and up to 4 additional Funds as required.

Enter the “First rate (default)” %. This is the normal contribution rate for employees that earn more than the Calendar month threshold.

Enter the “Calendar month threshold first rate”. 

Enter the “Second rate i.e. award” %. This is the contribution rate (normally the award rate) if the monthly threshold first rate is not met.

Enter the “Calendar month threshold second rate”. 

Enter the “Third rate i.e. award” %. This is the contribution rate (normally the base award rate) if the monthly threshold second rate is not met.

Enter the “Auto start after weeks” for the Permanent, Part-time and Casual employees. This is the number of weeks after which new employees start accruing Superannuation contributions.

Enter “Y” for YES or “N” for NO for whether or not there is a retrospective recalculation for the weeks that the employee did not accrue Superannuation contributions.

Enter what type of notation for the Superannuation contributions you want to “Print on Pay envelope” for the Permanents, Part-time and Casual employees. The options are:


“B for Blank” 


-
where nothing will print


“S for Standard Wording”
-
e.g. “Superannuation Contribution Based on”

“E for Extended”

-
e.g. “Club Plus Contribution based on ..”
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A completed screen would appear similar to that shown below.

3. SET EFT GLOBAL VALUES (2,3,3,)
The Club Payroll system provides the facility to prepare a file that is sent to a bank for Electronic Funds Transfer (E.F.T.) of the employee’s pays into their bank account.

To enable this facility a global file needs to be established. The information to be included in this global file differs from bank to bank and so the required parameters will be provided by your particular bank. 

Computer MAGIC have had experience setting up the file for all the major banks so call us if assistance is required.

A sample E.F.T. Global file is shown below:
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4. CREATE EFT TEST DISK (2,3,4,)
This routine prepares a test diskette for the bank so that the details you have set up for processing your pays via E.F.T. can be tested. The bank will test the global file details set up in the routine “Set EFT global values (2,3,3,)” and also the BSB numbers set up for each employee in the “Change employee (2,1,2,)” routine.

This routine sets up a test pay (value of 1 cent) for all employees with a BSB number in their Bank All field. On entry to the routine, the details set up in the Global file are displayed. 

A YES response to the “OK to proceed” prompt results in the following prompt being displayed:

 
“Put your disc into drive A – then press ANY key”
Note, that if the “Data file name” specified in the Global file had been B:NAB.ABA then the system would have prompted for the diskette to be inserted in Drive B.

Pressing the Enter key writes the test file to the diskette.
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CREATE STANDARD OFFLOADS (2,3,5,)
This routine allows the set up of commonly used Offloads for use during the Normal Pay input. It is intended to make the selection of set combinations of Classifications and Departments much simpler and quicker and speed up the overall processing of the pays.

Each Standard Offload is identified via a 2 character code and these can be accessed during the offload of shifts during Normal Pays.

On entry to the routine, a window displays the current settings. 

To add an entry, use the arrow keys to move to a blank line and:

* Enter a “2 character code” that will be used to identify the Standard Offload. The code can be alpha or numeric.

* Enter the “Classification” number or Press the F8 key to display the Classifications set up on the system and select the required one.

* Enter the “Department” number or Press the F8 key to display the Departments set up on the system and select the required one.

Repeat the above steps for as many Standard Offloads as you require. 

You can delete an entry by moving the cursor to a code and Pressing the F5 key and then the Enter key. Press the Escape key to display the “Information correct” prompt with a YES response saving the information. A sample Standard Offload screen is shown above.

[image: image40.png]sub total
Clothing
Laundry
neal
Mileage
adjustment
sward
Ent/Tra
Drinks
Phone
Sundry

GROSS

Taxation
Banking
SUPER
o
nedical
Rent
Other
Subs
NETT

Suploved  09/10/1984
Snniversary 09/10/1984
Last pey  01/09/1998
Terminaced  Currenmt

sun paynents
3

B
c
>





6. BANK NAMES (2,3,6,)
This routine allows the entry of the Bank Names and associated Bank Number so that the appropriate bank name is printed on the top of the “Banking by Bank (3,1,2,)” report.

On entry to the routine, use the arrow keys to move to the line to be changed or a blank line for a new entry. 

Enter the Bank “BSB” number and the “Bank Name” that you want to print on the heading of the report.

A sample window of Bank Names and associated BSB numbers is shown.

7. USER DEFINED FIELDS (2,3,7,)
This routine allows the setting up of the headings for the additional information you require for each employee. It is used in conjunction with the "User defined information (2,1,5,)" routine.

Up to 8 fields can be defined with the total length being 128 characters. The maximum length of each field is 61 with the minimum being 1. The heading description has a maximum length one character less than the field length.

Enter the "Length" and "Heading" details as required.

When completed, a YES response to the "Information correct" prompt 

completes the routine.

A sample completed screen is shown below.                                                     

[image: image41.png]MASTER MENT

REPORTS HENU

LELVE REPORTS

1 Leave provisions
2 Leave detail





8. BANK CHARGES REFUND (2,3,8,)
The option exists to reimburse the employees the bank charge they incur when their pay is processed through the E.F.T. system. These bank charges are based on so many cents per $-value of the Net Pay. The allowance paid is included in the 5th allowance of the 6th allowance group. You should set up an appropriate name via the routine “Allowances (2,2,1,)”.

On entry to the routine you are prompted to enter the basis of the calculation by the bank. 

Enter the “Cents” and “Value” amounts as provided by the bank.  

4. RATE MAINTENANCE (2,4,)
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Selecting "4. Rate maintenance" from the Maintenance Menu brings up the following sub-menu.

1. CLASSIFICATION RATES (2,4,1,)

This routine provides the facility to set up the Award Classifications to be used by the Club along with the Award Rate per week and the Award Number that each classification points to. Only the one Award Rate per Classification is required as the system does all the calculations to handle Sat, Sun, Public Holidays, Casuals, Part-timers, etc.
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It is the club’s responsibility to maintain the correct Classification Rates as advised by the RCA.

A NO response to the “Information correct” prompt takes you to the first Classification and enables the editing of each of the fields. 

The Enter key moves you across the fields and completes the entry of any changes. The arrow keys allow movement from one Classification to another, and enables scrolling to the last of the Classifications. 

The important aspect of this 

routine is to ensure that you

have the Classification linked 

to the correct Award.            

Pressing the Escape key from the CLASSIFICATION column brings up the "Information correct" prompt to allow confirmation of the changes or the option to return to the routine for further editing.

You are able to customise this screen to match the particular Classifications pertinent to your club, adding new entries as required and removing Classifications that do not apply.

2. PRINT CLASSIFICATION RATES (2,4,2,)


The option is provided to print the Classification Rates as set up in the previous routine. 

On entry, a YES response to the “OK to proceed” prompt will print the listing.

3. AWARD ALLOWANCE RATES (2,4,3,)

This routine allows modification to the Allowances and Penalties that relate to each of the Awards. As changes are advised to the various Awards, the details should be kept current through this and the above routine, i.e. Classification Rates (2,4,1,).

On entry to the routine a window displays the various awards set up on the system. Use the arrow keys to move to the required award and Press the Enter key to select. 

Enter the allowances and rates as listed. When completed, select YES from the “OK to save” prompt, and repeat for as many awards as required. A sample screen is shown below.




CLUB EMPLOYEES STATE AWARD – BAR, ETC.
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4. LAUNDRY & CLOTHING RATES (2,4,4,)
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This routine is used to set up the various combinations of Laundry and Clothing allowances that will be accessed when you are adding an employee to the system. 

This table should be maintained as any changes to the rates are advised by the RCA.

On entry to the routine, use the arrow keys to move to the line to be modified. 

Enter “D” for Day if the rate is a daily rate (i.e. for a Casual) or “W” for Week if the rate is weekly or “H” for Hour if the rate is an hourly rate.

Enter the appropriate amount of the allowance. Repeat for both LAUNDRY and CLOTHING. Press the Escape key to exit. 

Enter YES to the “Information correct” prompt to save the details.

5. PRINTER MAINTENANCE (2,5,)
Selecting "5. Printer maintenance" from the Maintenance Menu brings up the following sub-menu.

[image: image46.png]Casual-—Bar Stev.

hou;

L3--Nlain Bar

Shift Night Broken Lnary Cloth MNeal|NoHr NeHr SHr|Penalty/Allow
vedos.s1 2.01 2.01 7.76| & 0.50 3.00|nicc  19.10
Thu . . . . - . |wiane
o s.s1 2.01 2.01 7.76] & 1.00 2.00|mroen
sat . . . . Lewnary  8.04
Sun 2.01 z.01 776 S Clath 8.04
Hon . . . . . . |mear 31.08
Tue  8.08 2.01 z.01 7.76 2.50 5.001ilca0s

adjust
TOTIL 18,10 s.0¢ 8.04 31.04| 22 H load 0
Prepayment Pa TIL Sun/PH 1 |snifes 4 |Worm nrs 2
Day| Start Finish| Start Finish| Start Finmish| Start Finish| Starc Finish
e 16.00 0 18.30 20.00 % 23.30
Thu
©ri 22.00 0 03.30
sat
Sun o 17.00 % 22.30
Hon

Tue

20.00 % 01.30





This routine provides the facility to set the configuration details for up to three (3) different printers on the system.

As an example, Printer A may be a matrix printer used for draft reporting and audit trails, Printer B a laser printer used for final reports and Printer C a narrow matrix printer used for printing pay envelopes.

Select the printer to be modified (A,B, or C) via the arrow keys and Press the Enter key. The Printer setup screen is then displayed.

The system prompts for the "Print width" with the options being "W" for wide 132 column printers, "N" for narrow 80 column printers.

The option is also provided to import, from diskette, a configuration previously set up by Pressing the F1 key. A window displays the details of the valid printer files on the diskette. A valid printer file would be DEVPRNT2.*  Use the Up & Down arrow keys to select the required one. Press the Enter key to import the selected configuration.

Enter the "Description" for this printer, up to 10 characters.

Enter the "Output PORT" with the options being:

       0 = LPT1     1 = LPT2     2 = COM1     3 = COM2

If either "2" (COM1) or "3" (COM2) were specified above then you are prompted for the "Baud" rate, the "Parity", the "Word length" and the "Stop bits" with the system providing the valid options. Use the Up & Down arrow keys to move to the required option and Press the Enter key to make the required selection. The final selections are displayed in the top right window.

Enter the "Resolution" of the printer with the options being "H" for 24 pin and "L" for 9 pin.

Specify whether the printer has been set to "Epson emulation" with a "Y" for Yes and "N" for No. At this point, the option is provided to automatically set up the control codes for a HP Laser printer by Pressing the “F1” key.

The system then takes you to the bottom window to Enter the control codes for the different print options. The Delete key is available to remove a code from a line while the Insert key will add a blank code to an existing line. If you are unfamiliar with setting up the control codes for printers then contact Computer MAGIC for assistance.

Once all the values have been entered, the options are:

   "F1" - to test print and check your configuration

   "F2" - to save the configuration

   "F3" - to return to the "Print width" field for further editing

Press the Escape key to exit the routine.

5. PRINTER MAINTENANCE (Cont.)
A completed screen for an Epson compatible matrix printer on LPT1 would be as shown:
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      Printer code       A                            Baud rate    N/A   

      Print width        Wide                         Parity             

      Description        EPSON                        Word length        

      Output PORT        LPT1                         Stop bits          

      Resolution         High                       

      Epson emulation    Yes            
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      10 CPI set 027 120 000 018 027 087 000 027 080                     

      12 CPI set 027 077                                                 

       6 CPI on  027 087 001 027 077                                     

       6 CPI off 027 087 000 027 080                                     

      17 CPI on  015                                                     

      17 CPI off 018                                                     

      Double on  027 071                                                 

      Double off 027 072                                                 

      spare                                                 

      Page feed                                                 

6. SUPER MAINTENANCE (2,6,)
This routine allows you to edit the Superannuation Contribution for selected employees for any week in the current financial year. This may be because you had the wrong settings for an employee or a minimum monthly threshold re-calculation was missed at the end of a month.

On entry to the routine you are prompted to Enter the required employee “Number”. Then Enter the “Date” of the pay week in which you want to modify the Superannuation Contribution.

The Superannuation Fund (or Funds) for the selected employee are displayed along with the Basis for the Super calculation and the Superannuation Contribution value. If multiple funds exist, then arrow to the required Fund and Press the Enter key. Enter the new value of Superannuation Contribution. 

When completed, Press the Escape key. A Yes response to the “OK to process” prompt will complete the routine.

7. DATA INTEGRITY CHECK (2,7,)
This routine checks the data integrity of the main files in the system. In the normal course of processing, you will not need to run this routine. 

A YES response to the “OK to proceed” prompt will complete the routine. Advise Computer MAGIC if errors exist after running this data integrity check.

D) REPORTS (3,)
From the Master Menu, select "3. Reports". The following menu appears: 
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1. BATCH REPORTS (3,1,)
Selecting "1. Batch reports" from the REPORTS MENU displays the following sub-menu.
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 1. PAY RECEIPT (3,1,1,)
This routine allows the printing of a report that is designed to be signed by each employee upon receipt of their pay.

On entry to the routine the option is provided to suppress the printing of the net value on the report. 
Answer “N” for NO to the “Print value” prompt to suppress printing the value.

The option is then provided to print the report in "Employee Number", "Employee Name" or "Input Reference" order. Use the Up and Down arrow keys to make the desired selection.

A YES response to the “OK to proceed” prompt will print the report.

An example of the "Pay Receipt" report is included as Report A in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 2. BANKING BY BANK (3,1,2,)
This routine will sort the amounts that have been deducted for banking and will produce a printed report showing the employee Number and Name, the Amount and the Bank Account Number. A separate page is produced for each Bank as determined by the first three characters of the BSB number

A YES response to the “OK to proceed” prompt will print the report.

An example of the "Banking Deductions" report is included as Report B in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 3. BATCH SUMMARY (3,1,3,)
This printed report provides a summary of the pays in the batch file for the current pay period. It is a useful means of checking the values of particular allowances, deductions, etc along with the Gross and Net pay figures for the week. The report provides the totals for each main group of Allowance and Deduction and also the detail of the individual allowances and deductions that make up these main groups.

A YES response to the “OK to proceed” prompt will print the report.

An example of the "Batch Summary" report is included as Report C in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 4. PEOPLE CHART (3,1,4,)
This printed report, also called the "Hours (or Value) by Department"  report, details the breakdown of hours or value by type for each Employee, by Department, by Cost Center for the previous pay week.

On entry to the routine you are prompted to select whether you want Hours - "H" or $-Value - "V" as the basis for the report.

An example of the "Value by Department" report is Report D in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 5. DEPARTMENT REPORT (3,1,5,)
This printed report provides a detailed break-down of either Hours or $-Value for selected Departments for the current week. It lists Normal; Saturday; Sunday; Overtime; Public Holidays worked; ARDO’s; Public Holiday; Annual, Sick and Long Service Leave; Penalties & Allowances.

On entry to the routine, the first 20 Departments set up on the system are displayed. Use the arrow keys to move to the required Department and Press the Enter key to select.

The prompt “Report to show HOURS or VALUE (H/V)” is displayed.

Enter “H” for Hours or “V” for Value.

An example of the "Department Report - Hours" report is Report E in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 6. EXCEPTIONS REPORT (3,1,6,)
This printed report is intended to highlight any exceptions from pay week to pay week.

Typical exceptions that would be listed in this report include:

      
" NEW EMPLOYEE "

      
" PAID LAST WEEK NOT THIS WEEK"


" PAID THIS WEEK NOT LAST WEEK"

A YES response to “OK to proceed” prompt will print the report.

An example of the "Exceptions Report" is included as Report F in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 7. CASUAL HOURS (3,1,7,)
This printed report details the number of hours worked by Casuals during the last pay week. It is intended for use by management to highlight Casuals working more than the desired number of hours in a pay week or where rostering by supervisors is favouring certain employees. The report lists the employees in descending order allowing easy identification of those with the most and least hours worked.

A YES response to “OK to proceed” prompt will print the report.

An example of the "Casual Hours" report is included as Report G in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 8. PREPAYMENTS (3,1,8,)
This printed report lists the Prepayments (Subs) deducted for each employee for the current pay week.

A YES response to “OK to proceed” prompt will print the report.

 9. SUPER CONTRIBUTION (3,1,9,)
This report lists the Superannuation Contribution by employee for the current week. It includes the value of the pay used as the basis of the Super calculation, the Fund name, and any extra amount contributed to this Fund as a Salary Sacrifice.

A YES response to “OK to proceed” prompt will print the report.

An example of the "Superannuation Contribution – Week ended ..” report is included as Report H in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

2. EMPLOYEE REPORTS (3,2,)
Selecting "2. Employee reports" from the REPORTS MENU displays the following sub-menu.
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 1. EMPLOYEE NAMES (3,2,1,)
This printed report lists the Names and Numbers of each employee on the system.

On entry to the routine, the prompt “Sort by name YES NO” is displayed. A YES response will print the listing in employee Name order while a NO response will print it in employee Number order.

A YES response to “OK to proceed” prompt will print the report.

 2. EMPLOYEE DETAILS (3,2,2,)
This printed report lists the details stored for each employee on the system. It is effectively a print-out of all the details entered in the "Add Employee (2,1,1,)" routine and includes Award, Department and Tax information along with the employee's Allowances and Deductions.

On entry to the routine you are prompted:

         "Selective employees YES NO"


A NO response will print the details of all employees.

A YES response will allow entry of the "Number" of selective employees or Press the F8 key to view the employees alphabetically and select the required one. You can add as many employees as you require to the window, then Press the Escape key when you are finished.

A YES response to “OK to proceed” prompt will print the report.

An example of the "Employee Details" printout is included as Report I in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 3. GROUP CERTIFICATE VALUES (3,2,3,)
This screen based report displays the current values stored on the system for each employee and effectively is the detail that would be printed on the Group Certificate at the end of the financial year.

Enter the "Employee Number". The employee's Name is displayed along with the values as stored for that employee, as shown below.
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 4. GROSS PAY BY WEEK (3,2,4,)
This report details the employee's Hours by type (Normal, Overtime, ARDO, Public Holiday, Leave, etc.) or Values by type (Normal, Overtime, Leave, Penalties, Allowances, etc.) for a specified period.

On entry to the routine, the following prompts are displayed:

“Display or print  (D/P)” – Enter “D” for Display or “P” for Print.

“Hours or Value    (H/V)” – Enter “H” for Hours or “V” for Value. 

If you select the report to be displayed, a YES response to the “OK to proceed” prompt will display the employees on the system. Enter the name of the employee required or use the arrow keys to select an employee. 

The report is displayed for each week of the current financial year. Use the Up & Down arrow keys to scroll through the weeks, use the Left & Right arrow keys to move to the columns that do not fit on the initial display. Press the Escape key to select another employee.

If you select to have the report printed, then the option is provided to have “Selective employees (Y/N)”. Enter “Y” if you want to print selective employees or “N” if you want to print all employees. 

You are then able to select the “Date from DD/MM/YYYY to DD/MM/YYYY”. The displayed dates are from the first pay week in this financial year to the last pay week processed. You can specify a date range anywhere between these two dates. 

 4. GROSS PAY BY WEEK (Cont.)
If the Selective employees option was chosen then the system prompts for the Number of the employees to be printed, or Press the F8 key and select from the display. Press the Escape key when you have completed the entry of the required employees.

A YES response to “OK to proceed” prompt will print the report.

An example of the "Value by Week" report is included as Report J in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 5. ARDO BALANCE (3,2,5,)
This printed report lists the current balance of ARDO's for all Permanent employees stored on the system. 

A YES response to “OK to proceed” prompt will print the report.

An example of the "ARDO Balance of Hours" report is included as Report K in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 6. EMPLOYEES IN DATE RANGE (3,2,6,)
This printed report provides the option to list employees by one of three date types within a specified date range. It allows you to list employees within a particular age group, employees that have been employed for a specific period of time, or those employees that have an anniversary in a particular month (or some other specified period) 

On entry to the routine you are prompted to “Select Date Type” from:


Date employed

Anniversary Date
Date of Birth

Enter the date “Range from DD/MM/YYYY to DD/MM/YYYY”
A YES response to “OK to proceed” prompt will print the report.

 7. EMPLOYEES BY CLASSIFICATION (3,2,7,)
This printed report lists employees by award Classification, e.g. Bar Stewards Level 3. It is a simple way of checking that all employees are within the correct Classification or identifying employees for particular roles when rostering. A YES response to “OK to proceed” prompt will print the report.

 8. EMPLOYEE EXTRA INFORMATION (3,2,8,)
This routine allows you to print the extra employee information as set up via “Use defined information (2,1,5,)”. You are able to select from the fields as displayed with the maximum number of characters that can be printed per line being 100. Mark the fields with the Enter key.

Press the Escape key when completed. A Yes response to the “Information correct” prompt will print the report.

3. MANAGEMENT REPORTS (3,3,)
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Selecting "3. Management reports" from the REPORTS MENU displays the following sub-menu.

 1. CUMULATIVE VALUES (3,3,1,)
This printed report provides the cumulative values stored against each employee for the current financial (tax) year, detailing Allowances, Gross Pay, and Tax. A total for each category is provided at the bottom of the report. This report will be used in conjunction with the Cumulative Deductions report detailed below.

It is the report that will be used to ensure that the details are correct for each employee, especially when initially loading the system. The details included in the report are as at the date of the last End of Week and the report should be printed after the "End of Week (4,2,)" has been run but before "Zero batch files (4,1,)".

An example of the "Cumulative Values" report is included as Report L in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 2. CUMULATIVE DEDUCTIONS (3,3,2,)
This printed report provides the cumulative deductions stored against each employee for the current financial (tax) year, detailing Gross Pay, Tax, Deductions and Net Pay. This report will be used in conjunction with the Cumulative Values report detailed above.

It is the report that will be used to ensure that the details are correct for each employee initially and also to check that the totals for Taxation, Superannuation, Union, etc balance with the actual amounts remitted for these deductions. The details included in the report are as at the date of the last End of Week and the report should be printed after the "End of Week (4,2,)" has been run but before "Zero batch files (4,1,)".

An example of the "Cumulative Deductions" report is included as Report M in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 3. PAYROLL JOURNAL (3,3,3,)
This printed report provides a summary of the Payroll for an Accounting Period and details all the journal entries that would be posted to the General Ledger. It also includes the details for each of the pay weeks making up the Accounting Period.

Details are provided by Cost Center for Wages & Salaries, Payroll Tax, Worker's Compensation, etc. along with the Clearing Accounts for each Leave Type and Deduction. The system also calculates the relevant accruals and reversals by Department when a pay week spans two Accounting Periods.

On entry to the routine, you are prompted to Enter the required "PERIOD NUMBER" for the report. The system displays the accounting period details as set initially in the routine "Accounting Periods (2,2,5,)"

The last day of the selected Accounting Period is displayed.

The system then prompts for the entry of the values that you wish to apportion in ratio to Wages for this Accounting Period. The items displayed in this section are set up initially in the routine "Payroll Journal Setup (2,2,7,)" and would typically be Payroll Tax, Workers Compensation, etc.

Enter the $-value of the amounts to be apportioned to each Department in the same ratio as Wages for the items as specified.

On completion of the relevant entries the "Information correct" prompt is displayed with a YES response accepting the details and printing the report. A NO response enables further editing of the specified details.

A completed input screen for the Payroll Journal report would appear similar to that below.
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                         PAYROLL JOURNAL                              

  CURRENT PERIOD END DATE.....16/03/1999          Period  0 30/06/1998    

  PERIOD NUMBER...............28/02/1999          Period  1 31/07/1998    

                                                  Period  2 31/08/1998    

                                                  Period  3 30/09/1998    

  VALUES TO BE SPREAD IN RATIO TO WAGES           Period  4 31/10/1998    

                                                  Period  5 30/11/1998    

  PAYROLL TAX............$  1215.32               Period  6 31/12/1998    

  WORKERS COMP...........$  2565.50               Period  7 31/01/1999    

  .......................$                        Period  8 28/02/1999    

                                                  Period  9 31/03/1999    

                                                  Period 10 30/04/1999    

                                                  Period 11 31/05/1999    

                                                  Period 12 30/06/1999    

An example of the "Payroll Journal" reports are included as Report N in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 4. COST CENTER BY WEEK (3,3,4,)
This printed report details for each pay week from the beginning of the financial year, the Gross Pay (excluding Holiday, Sick, etc) for each of the Cost Centers set up on the system.

Totals are provided across the report by Pay Week and down the report by Cost Center.

An example of the Cost Center "Gross by Week (excl. Leave)" report is included as Report O in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 5. GROSS BY WEEK SUMMARY (3,3,5,)
This printed report details for each pay week from the beginning of the financial year, the Gross Pay (excluding Holiday, Sick, etc) along with the award and user-defined Allowances.

An example of the "Gross by Week Summary" report is included as Report P in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 6. DEPARTMENT/COST CENTER SUMMARY (3,3,6,)
This printed report details the $-Values in summary form for each Department with totals for the associated Cost Centers. The report can be specified for the current Week, Accounting Period or Year to Date.

On entry to the routine, the following window is displayed. Use the arrow keys to move to the desired selection and Press the Enter key.

        

          CURRENT WEEK              

          ACCOUNTING PERIOD    

          YEAR TO DATE              

An example of the "Departmental Summary" report is included as Report Q in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 7. DEDUCTIONS SUMMARY (3,3,7,)
This printed report details for each pay week from the beginning of the financial year, the Gross Pay (excluding Holiday, Sick, etc) along with the Tax, Super, Union and user-defined Deductions.

An example of the "Deductions by Week Summary" report is included as Report R in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 8. LEAVE PAID BY WEEK (3,3,8,)
This report details for each pay week from the start of the financial year, the Holiday, Sick, Workers Comp. and Long Service Leave payments.

An example of the "Leave Payments by Week" report is included as Report S in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

4. PERIODIC REPORTS (3,4,)
Selecting "4. Periodic reports" from the REPORTS MENU displays the following sub-menu.


 1. DEDUCTIONS (3,4,1,)
This routine provides a number of options for the reprinting of Deductions for selected or all employees.                           

On entry to the routine you are prompted to specify whether you want "Total" for all employees or "Detail" for selected employees.

Enter “T” for Total or “D” for Detail as required. 

You are then prompted to specify the date "Range from DD/MM/YYYY to DD/MM/YYYY”. The maximum date range is displayed on the bottom of the screen.

The system then moves to the left window listing the major categories of Deduction. The Up and Down arrows move you to the required category with the right window highlighting the associated list of deductions for each of the major categories. By selecting one of the first six categories the system moves to the right window allowing selection of the required deduction. BANKING and TAXATION require no further selections.

If "Total" was specified previously then the system will print the report, listing the selected Deduction for all employees for the specified date range. If "Detail" was specified then you are prompted to select the required employee from the window displayed.

Examples of the "Deductions" reports are included as Report T in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 2. SUPERANNUATION SCHEDULE (3,4,2,)
This printed report details the contributions made to Superannuation Funds for each applicable employee for a specified period of time. A maximum of 9 pay weeks can be included. 

 2. SUPERANNUATION SCHEDULE (Cont.)
The report includes both the contribution made by the Employer as well as any additional contributions made by the Employee. The routine "Zero Batch Files (4,1,)" should be run prior to printing this report if the last pay week is to be included.

On entry to the routine you are prompted to Enter the:


 "Date range from  " and the "Date range to  ”

This report will normally be run each Calendar month. The facility is provided to include up to 9 pay weeks in the report and this may be required if the Schedule had been missed for the previous month.

Once the date range is specified the system prompts you to select the Superannuation Fund you require from the displayed window. Use the arrow keys to move to the required Fund and Press the Enter key to select.

An example of the "Superannuation Schedule" is included as Report U in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 3. SUPERANNUATION HISTORY (3,4,3,)
This report allows you to print the employer contribution, for a selected Superannuation Fund, for each employee for each pay week since the beginning of the current financial year.

On entry to the routine you are prompted as follows:


“Print or Export (P/X)” 

Enter “P” to print the report or “X” to export the details to a file. 

This file will be saved in your Payroll Data directory (normally C:\PRDATA) and the file name is SUPER1.CSV where the “1” in the name relates to the selected Fund Number (see below).

Enter the “Fund Number (1-5)” to print with the Fund Numbers relating to those set up in the routine “Globals Superannuation (2,3,2,)”.

An example of the "Superannuation History" is included as Report V in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

5. LEAVE REPORTS (3,5,)
Selecting "5. Leave reports" from the REPORTS MENU displays the following sub-menu.


 1. LEAVE PROVISIONS (3,5,1,)
This printed report details the Provisions for Holiday, Sick and Long Service Leave as at a specified time in the future within the current financial year. It is intended to provide as accurate an indication as is currently possible, what level of Provisions for each Leave Type should be accounted for in the future.

On entry to the routine the system displays the date the "Last anniversary update" was run and prompts to "Enter date for provision". The date specified must be between the date of the last anniversary update and the end of the current financial year.

You are then prompted to select from the window which Leave Types you want to print with the options being “Holiday Pay”, “Sick Pay” and “Long Service Leave”. Use the Enter key to tick or untick your selections. Press the Escape key to print the report.

The report prints a separate page for each of the three different Leave Types.

An example of the "Holiday, Sick and Long Service Leave Provision" reports are included as Report W in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

 2. LEAVE DETAIL (3,5,2,)
This routine allows the display or printing of the leave details for each employee, i.e. Holiday, Sick and Long Service Leave. It also displays the Anniversary Date for the employee along with the relevant Award details, from which all the calculations are made.

 2. LEAVE DETAIL (Cont.)
On entry to the routine you are prompted to Enter the "Employee" number or Press the F8 key to display the employees on the system and select the required one.

A sub-menu then appears, as below, allowing the selection of another employee or the details of a particular Leave Type.

           

               0  Select EMPLOYEE            

               1  HOLIDAY PAY                

               2  SICK PAY                   

               3  LONG SERVICE LEAVE         

               4  PRINT HOL/SICK/LSL         

Selecting one of the leave types displays the Balance last Anniversary and the details of any leave taken.

An example of the display for an employee's Sick Leave is shown below.


 Employee        12    MANSFIELD Robert Michael       SICK PAY       


  Date       Accrual    Taken   Balance          Anniversary 14/07/1995 


 OPENING         .        .        0.00

 14/10/1995    76.00      .       76.00        Award Entitlement P.A.                         

 05/11/1995      .       7.60     68.40       

 08/04/1996      .      30.40     38.00        Holiday normal     152 

 14/07/1996    76.00      .      114.00                premium    190              

 22/09/1996      .      38.00     76.00      
           

 20/11/1996      .      38.00     38.00        Sick    year 1      76 

 20/07/1997    76.00      .      114.00                year 2      76 

 19/07/1998    76.00      .      190.00                year 3      76 

 CURRENT         .        .      190.00                year 4      76 

An example of the printed details, the Employee "Holiday, Sick & Long Service Leave" report, is Report X in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

6. LABELS (3,6,)
This routine allows you to print two types of labels.

1. Name & Address – this may be used for posting to employees Group Certificates or other relevant material

2. Clock card – these would be used for sticking on bundy cards. They  contain the pay week Date, Employee Name & Number and Status. 

The only input is to specify the type of label you are using with the required information prompted on the bottom line of the screen. For Clock card labels you are also required to enter the pay week date.

D) PERIOD RESET (4,)
From the Master Menu, select "4. Period Reset". The following menu then appears on the screen.


1. ZERO BATCH FILES (4,1,)
This routine provides the facility to zero the batch file in preparation for the next pay week. It is the first step in the processing of the next week’s pays. Once the old batch file is removed, it is not possible to reprint some of the reports for the previous pay week such as the Pay Envelopes/Slips, Audit Trail and Pay Receipt report.

The routine also increments the pay period by 7 days and performs the anniversary update of employee leave records.

The system will not let you zero the batch file if:

· There are no entries in the batch

· You have not run the “End of Week (4,2,)” routine

· You have not printed the Audit Trails from the Payroll Input. In this case you need to print “Audit trail (hours) (1,6,1,)” or “Audit trail (times) (1,6,2,)”. 

· You have not printed the End of Period reports from the last End of Week. In this case you need to “Reprint EOW reports (4,4,)”

A YES response to the “OK to proceed” prompt will complete the routine.

Certain reports are printed as part of this routine, where applicable.

· An audit trail is printed detailing the leave accrual for any employee that had an anniversary during the past week. 

· A listing of any employees that are having a birthday during the next week.

· A listing of those employees who do not have the Superannuation Contribution flag activated. 

2. END OF WEEK (4,2,)
The Club Payroll system has been designed as a batch processing system whereby all the pays for the week are entered into a batch and after everything has been thoroughly checked and any necessary alterations made, the relevant data files are updated. The End of Week routine then is the module that performs the updates to the files.

Before running this routine ensure that all the pays for the week have been entered. You can check to ensure that you have not missed a time sheet by printing the “Exceptions Report (3,1,6,)”.

** - BE SURE TO TAKE A BACKUP OF THE PAYROLL DATA FILES PRIOR TO RUNNING THIS ROUTINE - **

If there is an interruption to the End of Week routine then there is no other option but to Restore from the Pre End of Week Backup and re-run the routine.

The system prompts you to “ENTER SECURITY NUMBER”.
The Security Number is entered in the format 99-9-99 via the numeric keyboard. As the Security Number is entered, the system displays the input as  - - - - - - -

An “Invalid security number” response means you have entered the security number incorrectly or you have the wrong security number for your Club’s files. In this case contact Computer MAGIC or your dealer.

Once the Security Number is successfully entered, a warning message is displayed. Please read it!! Press the Enter key to continue.

You are able to have the End of Week reports printed automatically as part of this routine or delay the printing to a later stage. This is done in the routine “Globals General (2,3,1,)” by setting the “Delay printing of EOW reports” to either YES or NO.

If you have the delay printing setting set to YES then you print the End of Week reports via “Reprint EOW reports (4,4,)”.

The reports that are produced as part of the End of Week routine are:

· Exceptions Report

· Employee’s Pay Record Detail for the week

· Coinage Analysis

· Net Pay Summary

· Banking Deductions

· Weekly, Accounting Period and Year to Date Cost Center summaries

· Opening and Closing Cumulative Values Reconciliation

It is very important that the Cumulative Values reconciliation is checked to ensure that the opening values for this pay week are identical to the closing values of the previous pay week.

3. END OF FINANCIAL YEAR (4,3,)
The system will prompt for this routine to be run on the first pay week after the last pay of the club’s financial year. The End of Financial Year routine archives the summary data file to enable the system to calculate the pro-rata details for the Payroll Journal where the pay period spans the end of year date. The Period Number, as displayed in the STATUS area, will be reset to ONE.

** - BE SURE TO TAKE A BACKUP OF THE PAYROLL DATA FILES PRIOR TO RUNNING THIS ROUTINE - **

A YES response to the “Do you wish to proceed” prompt will commence the routine. On completion of the routine the system prompts you to enter the dates for the accounting periods for the club’s next financial year. The Accounting Period Maintenance screen is displayed to allow you to complete this task. 

This routine allows you to specify the details of the Accounting Periods used by the Club. The default is 12 periods with the end of Accounting Period being the end of calendar month, however, some clubs have variations to this.

You are able to set a maximum of 13 periods, allowing for Accounting Periods to be 4 week periods.

On entry to the routine the following prompt is displayed.

     "Periods = Calendar months"
A YES response will automatically display the end of calendar months for the year along with the "Information correct" prompt.

A NO response requests "Number of accounting periods". On entering the required number, you are then prompted to enter the ending dates for the specified number of periods in the DD/MM/YYYY format. 

On completion, the "Information correct" prompt is displayed allowing acceptance of the changes or the option to edit the input further. 

4. REPRINT END OF WEEK (EOW) REPORTS (4,4,)
This routine is used to print the End of Week reports that were generated during the last End of Week routine. It is used if you have the setting “Delay printing of EOW reports” set to YES in the “Globals General (2,3,1,)” routine.

A YES response to the “OK to proceed” prompt will print the reports.

5. REPRINT WEEK MONTH YEAR (W/M/Y) SUMMARY (4,5,)
This routine is used to reprint Week, Accounting Period and Year to Date Cost Center Summaries normally produced during the End of Week routine.
An example of the “Weekly, Accounting Period and Year to Date Cost Center Summaries” is Report Y in the Appendix - "CLUB PAYROLL - SAMPLE REPORTS".

F) STATUS (5,)
Selecting "5. Status" from the MASTER MENU displays a screen similar to that shown below.



Version number

8.60
 1 = 31/07/1998


Client code


685561161799
 2 = 31/08/1998






 3 = 30/09/1998


Current period

05/01/1999
 4 = 31/10/1998

Week number


27
 5 = 30/11/1998

End of year


June
 6 = 31/12/1998

Payroll system

FULL

 7 = 31/01/1999







 8 = 28/02/1999


Entries in batch

Nil
 9 = 31/03/1999


End of week run

Yes
10 = 30/04/1999


End of month run

No
11 = 31/05/1999


End of year next

No
12 = 30/06/1999


Group cert next

No



EOW report printed
Yes

It is a useful reference point for checking details such as the current Accounting Period, Pay Period, system options and the status as to what routines have been completed and what the system is prompting for next. 

Pressing any key returns you to the Master Menu.

G) GROUP CERTIFICATES (6,)
From the Master Menu, select "6. Group Certificates". The following menu then appears on the screen.

1. LAYOUT CERTIFICATES (6,1,)

This routine allows you to make any alterations necessary to the Group Certificate layout file in the event that the Taxation Office changes the format of the Group Certificate stationery. 

Computer MAGIC will supply the details of any changes required for this layout, along with the relevant numbers to enter into this routine.

A NO response to the “Information correct” prompt will allow you to edit the screen. When completed, Press the Escape key to bring up the “Information correct” prompt with a YES response saving the details. 

2. PREPARE CERTIFICATES (6,2,)

The system prompts you to run the Group Certificates routine on the first pay week after processing the last pay in June and zeroing the batch files.  

On entry to the routine, the system displays the steps that should be taken prior to preparing the Group Certificates. These are:

(a) Print the “Cumulative Deductions (3,3,2,)” report and check that the Group tax deducted for the year balances with the amount remitted to the Taxation Office.

(b) Complete any maintenance to the A-B-C-D lump sum payments for terminated employees via the routine “Lump sum A-B-C-D (2,1,4,)”.

(c) Take a Backup of your data files. This step is critical as if anything goes wrong running this routine the only option is to restore from Backups and run it again.

2. PREPARE CERTIFICATES (Cont.)

(d) Print the “Gross Pay by Week (3,2,4,)” report for all employees.

(e) Link employees with common Certificates via the routine “Set Common Group Certificates (6,4,)”. 

The system displays the details of what functions are completed by the Prepare Group Certificate routine. 

A YES response to the “Do you wish to proceed” prompt, has the system display the screen prepared via “Set Common Group Certificates (6,4,)” routine. This should be checked for accuracy and if incorrect, you should Escape from this routine and return to correct the setup of Common Certificates.

Enter the “Union name to be shown on Certificate”. These names must align with those set up in the “Deductions (2,2,2,)” routine under the heading “UNION”.

You then denote which “Allowances to be shown on Certificate (max 6)” by entering a “Y” for Yes next to those allowances that you want to show separately on the Group Certificate.

Press the Escape key to display the “Information correct” prompt. A YES response takes you to the screen with the option to print envelopes.

The system provides the option to print the summaries for each employee on Pay envelopes. The Group Certificates can be sealed in them for tax file number security, however, standard paper or Pay slips can be used if desired.

The system displays the prompt “Do you wish to PRINT the envelopes”

The option is provided to bypass the envelope print, by answering NO, but this is not recommended unless you have previously printed them. A YES response prompts you to “Enter length of envelope”. This is the number of lines for the Pay envelope measured at 6 lines per inch.

The system completes the routine and returns to the GROUP CERTIFICATES Menu.

3. PRINT CERTIFICATES (6,3,)

This routine will be run after the “Prepare Certificates (6,2,)” routine has been completed. It is used when you are printing the Group Certificates on the multi-part forms supplied by the Tax Office. 

You do not use this routine if you plan to print Group Certificates on plain paper and prepare a disk for the Tax Office. In this case you need to use the routine “Plain paper print (6,6,4,)”.

On entry to the routine, the Group Certificate layout as set up in “Layout Certificates (6,1,)” is displayed. Press the Enter key to continue. 

3. PRINT CERTIFICATES (Cont.)

The screen completed during “Prepare Certificates (6,2,)” is displayed 

along with the options to “Print ALL or SELECTIVE or RANGE” of Group Certificates. Enter “A”, “S” or “R” as required.

The “ALL” option will print the Certificates for all employees.

The “Selective” option displays the employees on the system. Use the arrow keys to move to the required employees and tick them with the Enter key.

The “Range” option displays the employees on the system. Use the arrow keys to move to the required employee and tick the first one to be printed. All employees after the selected employee, alphabetically, will be included in the print.

Pressing the Escape key displays the “OK to proceed” prompt. A YES response will display the screen to allow you to set up the printing of the Group Certificates.

The system displays a screen that advises whether the next Certificate to print is an ODD or EVEN number. It also allows you to indent the printing by a specific number of spaces by using the “+” or “-“ keys. 

A “Y” response to the prompt “Test print (Y/N)” will allow you to continue to check the alignment of the stationery. A “N” response to the “Test print” prompt will commence printing the Group Certificates.

4. SET COMMON GROUP CERTIFICATES (6,4,)

The option is provided to combine the details of a particular employee on to the one Group Certificate. The need for this may arise as a result of the employee changing from Casual to Permanent, etc. and there being 2 or more sets of details on the computer for the one employee.

On entry to the routine, the details already set up on the system are displayed. To delete a prior entry, use the arrow keys to move to a line and Press the F5 key.

To add an entry, from a blank line, Enter one of the employee’s numbers as the PRIMARY and then the second (or third) number for the employee in the FIRST COMMON (or SECOND COMMON) columns. It does not matter which of the employee’s numbers is used as the PRIMARY. The F8 key can assist in identifying those employees with multiple entries.

Press the Escape key when completed.

5. CERTIFICATES PRE-PREPARED (6,5,)

This routine will print out details of all employees for whom a Group Certificate has already been raised. Another Certificate will not be produced. If this information is incorrect then you must change the details through the “Change employee (2,1,2,)” routine.

A YES response to “Do you wish to proceed” prompt will complete the routine.

6. MAGNETIC MEDIA DISK (6,6,)

Selecting “6. Magnetic Media Disk” from the GROUP CERTIFICATES menu displays the following sub-menu.


 1. DISK PREPARE (6,6,1,)

This routine creates the Group Certificate MAGNETIC MEDIA disk as detailed in the Australian Tax Office magnetic Media Specifications V4.0.

On entry to the routine you are prompted to “Enter drive (A/B)”. Insert a new formatted diskette in the drive and Press either “A” for the 

A-drive or “B” for the B-drive.

A YES response to the “Information correct” prompt will complete the routine.

It is suggested that you prepare 2 disks and retain one at the club and send the other to the Tax Office. This gives you a fall-back position if the disk is lost or cannot be read by the Tax Office.

 2. DISK TEST READ (6,6,2,)

This routine enables the Group Certificate MAGNETIC MEDIA disk to be viewed after creation. It also checks that the diskette can be read.

On entry to the routine you are prompted to “Enter drive (A/B)”. Insert the diskette in either Drive A or B and Enter the appropriate drive letter.

The first screen displayed contains the ATO Supplier details, the second the Employer details and the third and subsequent screens the Employee details.

This routine should be run for each copy of the Magnetic Media disk that you prepare.

 3. CREATE TEST DISK (6,6,3,)

This routine will create a test file called EMPDUPE for approval by the Tax Office in accordance with the Magnetic Media Specifications V4.0.

A YES response to “Do you wish to proceed” will commence the routine.

The GROUP CERTIFICATES prepare screen is displayed allowing you to specify which allowances you want to show separately on the Group Certificates. Press the Escape key when completed.

A YES response to the “Information correct” prompt displays a screen that advises how many employee records are on the file along with the prompt:



“Include (ASTF)”.  Enter the required selection where:  



“A” will select All employees



“S” will select every Second employee



“T” will select every Third employee



“F” will select every Fourth employee

Then “Enter drive (A/B)” and insert a diskette in the selected drive.

Pressing the Enter key will display the “Information correct” prompt. A YES response will complete the routine.

  4. PLAIN PAPER PRINT (6,6,4,)

This routine is used to prepare the employee copy of the Group Certificate on plain paper. It should be used in conjunction with the “Disk prepare (6,6,1,)” routine.

On entry to the routine, the detailed screen as set up in the “Disk prepare (6,6,1,)” routine is displayed along with the options to “Print ALL or SELECTIVE or RANGE” of Group Certificates. Enter “A”, “S” or “R” as required.

The “ALL” option will print the Certificates for all employees.

The “Selective” option displays the employees on the system allowing you to arrow to the required employees and ticking them with the Enter key.

The “Range” option displays the employees on the system allowing you to arrow to the required employee and ticking the first one to be printed. All employees after the selected employee, alphabetically, will be included in the print.

Once the selections are completed, the system prompts for:



“Port number  (1 2  )”  Enter “1” for LPT1 or “2” for LPT2.


“Printer type (0 1 2)”  Enter “0” for Laser, “1” for Epson printer with Graphics or “2” for Epson printer in Text mode.
 

These settings should have been determined previously via the routine “Test printer (6,6,6,)”. It is suggested that you print 2 copies of the Certificates and retain one as a file copy. You can reprint copies of the Group Certificates until you delete an employee from the system.

 5. PRINT BACK SHEET (6,6,5,)

This routine will print the instructions that normally appear on the back of the employee copy of the Group Certificate.

On entry to the routine the system prompts for:



“Port number  (1 2  )”  Enter “1” for LPT1 or “2” for LPT2.


“Printer type (0 1 2)”  Enter “0” for Laser, “1” for Epson printer with Graphics or “2” for Epson printer in Text mode.
 

These settings should have been determined previously via the routine “Test printer (6,6,6,)”.

Enter the “Quantity to print”. You may wish to print 1 copy and then photocopy the sheet for each employee or print/photocopy the details on to the back of the employee’s Group Certificate sheet.

 6. TEST PRINTER (6,6,6,)

This routine will test the capability of your printer to comply with the approved layout for plain paper Certificates.

On entry to the routine the system prompts for:



“Port number  (1 2  )”  Enter “1” for LPT1 or “2” for LPT2.


“Printer type (0 1 2)”  Enter “0” for Laser, “1” for Epson printer with Graphics or “2” for Epson printer in Text mode.
 

You can contact Computer MAGIC if you are having trouble establishing whether or not your printer is compatible.

H) TAX CALCULATOR (7,)
Selecting “7. Tax Calculator” from the MASTER MENU displays the tax scale table that allows you to quickly check the tax payable on a specified weekly income.

Enter the “WEEKLY EARNINGS” in whole dollars.

Enter the level of “DEPENDENT” rebate applicable to this employee, i.e. $1296, $1080, etc. If the employee does not qualify for a Dependent Rebate then Enter zero.

The system displays the weekly installment for the specified Weekly Earnings. It also provides the weekly installments for two levels less than and two levels greater than the specified Weekly Earnings.

Pressing the Escape key from the “WEEKLY EARNINGS” field returns you to the MASTER MENU.

I) SYSTEM SUPERVISION (8,)
From the Master Menu, select "8. System Supervision". The following menu then appears on the screen.


1. PASSWORD MAINTENANCE (8,1,)

This routine allows you to set up users of the system with associated passwords and specific access levels. This provides a high level of security and is ideal for clubs that have a number of employees accessing and/or updating the Payroll system.

On entry to the routine the users already set up are displayed in the right window. Use the Up & Down arrow keys to select an existing user and Press the Enter key to allow changes to the settings. To add a new user, arrow down to the first available blank line and Press the Enter key.

Enter the user "Name" with a maximum of 25 characters.

Enter the user "Password" with a maximum of 4 alpha/numeric characters.

Enter the "Access level" for this user with a "Y" for Yes or "N" for No to determine access to each of the Master Menu options. You must have one user with a Yes in all of the options. Only those users with a Yes in the Supervisor level can access the System Supervision menu and so maintain passwords.

On completion, the system prompts "OK to save YES NO".

A YES response saves the details for the user and returns to the user window for further maintenance. Pressing the Escape key exits the routine.

A NO response allows further editing of the user details or Pressing the Escape key returns to the user window. A further Escape will exit the routine.

2. AWARD MAINTENANCE (8,2,)

This routine allows changes to the award parameters that are the basis of how the employee pays are calculated. It is strongly recommended that a user not make changes to the awards via this routine unless they are familiar with the award or are directed by Computer MAGIC staff.

On entry to the routine, the awards already set up on the system are displayed. The options from this screen are:

· Use the “Up & Down arrow keys to scroll” to the required award.

· Press the “Enter key to select” an award and allow editing of the various parameters.

· Press the “Insert” key to insert an additional blank award.

· Press the “F1 key to clone an award”. Use the arrow keys to move to the award you want to clone and Press the F1 key. This may be used where an additional award is required but an existing one can be used as the basis of the new award.

· Press the “Escape key to end editing” and exit the routine.

Pressing the Enter key on an award will display a screen with the award name and all the rates and hour parameters that apply to this award. Edit the fields as required and Press the Escape key when completed. 

A YES response to the “OK to save” prompt will take you to the next screen which has additional parameters that relate to the award. An explanation of each field is provided by pressing the F8 key.

Edit the fields as required and Press the Escape key when completed.

A YES response to the “OK to save” prompt will return you to the initial screen to select another award.

3. CHANGE CLUB DETAILS (8,3,)

This routine allows the setup of the Client details and the information used in the preparation of Group Certificates on Magnetic Media.

If you change any details of the “Club name” field then your current Security Number used for End of Week will no longer apply. If this is required then contact Computer MAGIC for a new Security Number.

Each of the fields are self explanatory with the possible exception of the ATO Mnemonic which is issued by the Tax Office when you gain approval to prepare you Group Certificates on Magnetic Media.

Enter the details for each field and answer YES to the “Information correct” prompt to save the details.

4. RESET BATCH FILES (8,4,)

This routine allows you to globally delete the pays in the batch file and is designed for when you are in training mode or running parallel with your old system when first implementing the Club Payroll system. 

It is NOT a substitute for the Zero Batch File or End of Week routine.

The routine also allows you to remove all the current “pre-input”. Again, this would only be required if you are in training mode. 

5. INCREMENT WEEK ENDING (8,5,)

This routine should be used with caution and only under the direction of Computer MAGIC staff. It allows you to advance the current End of Week date by one week. In normal circumstances there will be no need to run this routine.

6. CHANGE SYSTEM FLAGS (8,6,)

This routine should be used with caution and only under the direction of Computer MAGIC staff. It allows you to override the flags maintained by the system and can dictate what function will occur next. In normal circumstances there will be no need to run this routine.

7. CHANGE MONTH OF YEAR END (8,7,)

This routine should be used with caution and only under the direction of Computer MAGIC staff. It may need to be run if the club changes the month in which their Financial Year ends. You should discuss the implications with Computer MAGIC prior to making this change.

8. RESET REPORT EXCLUSION FLAGS (8,8,)

This routine globally clears all the YES settings in the Report Exclusion Flag field in the employees’ file. These settings relate to excluding employees from Leave accrual, ARDO accrual, etc.

It is suggested that this routine be used with caution and that the “Change employee (2,1,2,)” routine be used to maintain the Report Exclusion Flags for individual employees as required.

9. RESET HECS FLAGS (8,9,)

This routine globally clears all the YES settings in the HECS field in the TAX window in the employees’ file. 

It is suggested that this routine be used with caution and that the “Change employee (2,1,2,)” routine be used to maintain the HECS field for individual employees as required.

J) INITIAL INSTALLATION
The Club Payroll system from Computer MAGIC requires the following configuration to run:

      *  IBM compatible PC 

      *  Hard Disk Drive

      *  15", 132 column printer or HP compatible laser printer

      *  MS-DOS 5.0 or higher

   * INSTALLING THE SYSTEM
The Club Payroll system contains a set of Programs with an .EXE extension and a set of Data files with a .DAT extension.

Make a directory on the C drive as C:\PAYROLL and copy the .EXE files to this directory. Make a directory on the C or D drive (if available) as C:\PRDATA or D:\PRDATA and copy the .DAT files to this directory.

Make a directory as C:\BIN and ensure that this directory is included in the PATH statement in your AUTOEXEC.BAT file. Copy the system files supplied with the system into the C:\BIN directory. The important system files that must be installed are:

      BRUN40.EXE      BTRIEVE.EXE      BUTIL.EXE

Add a line in your AUTOEXEC.BAT file as follows:

      SET MAGI=************************

The system can be started with a batch file, e.g. PAYROLL.BAT, as set out below:

         BTRIEVE

         CD\PAYROLL

         PRSTART C:\PRDATA

         BUTIL -STOP

         CD\

   * GETTING STARTED
Once you have the Club Payroll system installed, the procedure for getting the system operational is as follows:

A) SET UP THE SYSTEM PARAMETERS 

1. Set up the names of the user-defined allowances to be used via “Allowances (2,2,1,)” as detailed on Page 39.

2. Set up the names of the user-defined deductions to be used via “Deductions (2,2,2,)” as detailed on Page 40.

3. Enter the names of the cost centers to be used via “Cost Centers (2,2,3,)” as detailed on Page 40.

4. Enter the names of the departments to be used via “Departments (2,2,4,)” as detailed on Page 41.

J) INITIAL INSTALLATION (Cont.)
  * GETTING STARTED (Cont.)
5. Set up the accounting periods for your organisation’s financial year via the routine “Accounting Periods (2,2,5,)” as detailed on Page 42.

6. Check that the tax co-efficients have been set up via “Tax Co-efficients (2,2,6,)” as detailed on Page 42.

7. Set up the General Ledger journal accounts for the Payroll via the routine “Payroll Journal setup (2,2,7,)” as detailed on Page 42.

8. Set up the system global options via the routine “Globals General (2,3,1,)” as detailed on Page 44.

9. Set up the Superannuation parameters via “Globals Superannuation (2,3,2,)” as detailed on Page 47.

10. Set up the award rates and classifications as required via the routine “Classification Rates (2,4,1,)” as detailed on Page 51.

11. Set up the award allowances as required via the routine “Award Allowance Rates (2,4,3,)” as detailed on Page 52.

12. Set up the table of laundry & clothing rates via the routine “Laundry & Clothing Rates (2,4,4,)” as detailed on Page 52.

13. Set up the printer details for your system via “Printer Maintenance (2,5,)” as detailed on Page 53.

14. Enter the details for each employee via the routine “Add Employee (2,1,1,)” as detailed on Page 29.

15. Enter the leave balances for each employee via the routine “Change Employee (2,1,2,)” as detailed on Page 35. It is not essential that this step be completed before using the payroll system as it can be done at any stage. The system will accrue the leave entitlements from the first pay week processed on the system even if the opening balances have not been entered.

B) INITIAL LOAD OF VALUES

The system, when first installed, has an option on the Master Menu to allow for the entry of year to date balances for each employee when the system is implemented part way through the financial year.

The message displayed is “F1 for INITIAL LOAD OF EMPLOYEE VALUES”. Pressing the F1 key displays the 2 options available in this routine.

Edit Employee Values

This routine allows you to enter the cumulative values Year to Date for each employee up to the end of the last pay week. Enter the employee number, or Press the F8 key to display, and enter the values as detailed.

* GETTING STARTED (Cont.)
B) INITIAL LOAD OF VALUES (Cont.)

Once completed, return to the Master Menu of the system and print the “Cumulative Values report (3,3,1,)” and the “Cumulative Deductions report (3,3,2,)” to check that all the values for each employee are correct. These two steps can be repeated as many times as are required until all is in balance.

Set Payweek Ending Date

This routine allows you to set the date of the end of the first pay week to be processed on the system.

After setting this date it is no longer possible to perform any maintenance on the employee’s cumulative values via the INITIAL LOAD OF EMPLOYEE VALUES routine. Therefore it is extremely important that the Cumulative Values & Deductions reports, as described above, balance with the current manual (or computerised) records.

On entry to the routine, the current date is displayed and you are prompted to Enter the “Amended” date in the DD/MM/YYYY format.

C) OPTIONAL FACILITIES

The system contains a number of options that can be implemented at a later date or not at all. These include:

1. Set up the passwords for various users of the system via the routine “Password Maintenance (8,1,)” as detailed on Page 78.

2. Set up the headings for recording any extra information you may wish to store for each employee via the routine “User Defined Fields (2,3,7,)” as detailed on Page 50.

3. Enter the extra employee details for each employee via the routine “User Defined information (2,1,5,)” as detailed on Page 37.

4. Set up the current balance of ARDO hours for each Permanent employee via “ARDO Balance (2,1,6,)” as detailed on Page 37.

5. Set up the standard offloads you want to access in the Normal Pay routine via “Create Standard Offloads (2,3,5,)” as detailed on Page 49.

6. Set up the bank names for the Banking by Bank report via the routine “Bank Names (2,3,6,) as detailed on Page 49.

7. Set up the bank charges refund details, if applicable, via the routine “Bank Charges Refund (2,3,8,) as detailed on Page 50.

J) INITIAL INSTALLATION (Cont.)
  * SETTING UP THE EFT FACILITY
The steps involved in setting up the EFT facility are as follows:

1. Via the routine “Change Employee (2,1,2,)” – see Page 35 – enter the employee’s bank details in the “Bank ALL” field in the DEDN window.

2. Via the routine “Set EFT Global values (2,3,3,)” – see Page 48 – set up the global details for your club as required by you bank.

3. Via the routine “Create EFT Test Disk (2,3,4,)” – see Page 48 – prepare a test disk for the bank so that all the details as entered can be checked for validity by the bank.

4. Once the bank has advised all is okay, via the routine “Globals General (2,3,1,)” – see Page 44 - set the flag for “Bank net pays” to Yes.

5. You are now ready to process the week’s pay and this would be done as normal. At the completion of the “End of Week (4,2,)” routine, you would prepare the disk for the bank via “Create EFT Disk (1,7,)” – see Page 26.

K) BACKING UP YOUR DATA FILES
The importance of maintaining a good Backup system cannot be over emphasised. It allows you to recover from a system crash or corrupted files resulting from electrical outages. You can return to a previous point in time when you know the files are correct and re-enter incorrect data. A good Backup system will substantially reduce your ongoing support costs.

The Data Files that make up the Club Payroll system all have a .DAT extension.

To backup the Data Files, either use the BACKUP option included in the Menu when the system is installed by Computer MAGIC or enter a command from the C:\> prompt as follows:

      BACKUP C:\PRDATA\*.DAT A:

The above command assumes you have the Data Files stored in the C:\PRDATA directory and you are backing up to a diskette in the A drive.

Backups should be done on a weekly basis and a set of 5 diskettes used in rotation should be used for these WEEKLY backups. They should be labeled as:

                 Pre End of Week 1

                 Pre End of Week 2

                 Pre End of Week 3

                       etc.

Backups should also be taken each Month. A set of 12 diskettes used on a rotation basis should be used for these MONTHLY backups. They should be labeled as:

                 Pre End of Month 1

                 Pre End of Month 2

                 Pre End of Month 3

                       etc.

L) “A TYPICAL WEEK’S PROCESSING”

The steps involved in the processing of a typical pay week are as follows:

1. Run the routine “Zero Batch Files (4,1,)” – see Page 68.

2. Complete any maintenance necessary on the employee files via “Change Employee (2,1,2,)” – see Page 35.

3. Complete any maintenance necessary on the award rates via “Classification Rates (2,4,1,)” – see Page 51 – and the award allowances via “Award Allowance Rates (2,4,3,)” – see Page 52.

4. Enter all pays for each employee via the “Normal Pay (1,1,)” routine – see Page 8 – or the “Manual Pay (1,2,)” routine – see Page 18.

5. Check the pay details as printed on the audit trail. If an error is found then return to “Normal Pay” or Manual Pay” and recall the pay and edit as required. Recheck the audit trail for accuracy.

6. Print the “Exceptions report (3,1,6,)” to ensure all pays have been included.

7. Print the Pay envelopes or Pay slips via “Print pay slips (1,8,2,)” – see Page 27 – and again check the details for each employee.

8. Once all the pays have been checked and all is okay, take a BACKUP of the data files.

9. Run the “End of Week (4,2,)” routine – see Page 69.

10. Optionally, “Create EFT Disk (1,7,)” – see Page 26 – if you are direct banking the pays.

11. Once the End of Week has been completed, the reports you may like to print, in addition to those that print automatically, would be:

· the “Pay Receipt (3,1,1,)” report – see Page 55.

· the “Batch Summary (3,1,3,)” report – see Page 56.

· the “People Chart (3,1,4,)” report – see Page 56.

· the “Casual Hours (3,1,7,)” report – see Page 57.

· the “Super Contribution (3,1,9,)” for the week report – see Page 57.

M) THE "HOW TO ......" GUIDE
** How to – Add a new Employee
An employee can be added to the system at any time. The information that is normally required includes the employee’s completed Employment Declaration form, the Award Classification and Award Allowances, the Department, and the details of Deductions, Allowances, Bank Accounts, etc., if appropriate. 

Refer to the section “Add Employee (2,1,1,)” on Page 29 for full instructions on adding a new employee to the system.

** How to – Change the Employee’s Details
Almost all the details contained in the employee file can be maintained via this routine. The exceptions are the “Employee Number”, the “Permanent/Part-Time/Casual” status and the “Date Last Pay” field. 

Refer to the section “Change Employee (2,1,2,)” on Page 35 for full instructions on changing the employee’s details.

** How to – Delete an Employee
An employee can only be deleted from the system if there has been no pays processed for the employee in the current financial year.

Casuals can be flagged for deletion by entering a date in the “Date terminated” field in the employee file. This is done via the “Change Employee (2,1,2,)” routine as detailed on Page 35.

Refer to the section “Delete Employee (2,1,3,)” on Page 36 for full instructions on deleting an employee from the system.

** How to – Terminate an Employee
A Permanent employee is terminated by processing a “Termination Pay (1,2,4,) in the Manual Pay routine. 

This routine does allow for the entry of the A-B-C-D Lump Sum payments but if they are not available at the time of preparing the Termination Pay then the Lump Sum payment details can be entered at a later stage via the routine “Lump Sum A-B-C-D (2,1,4,)” as set out on Page 36.

Terminated employees can be removed from the system after the Group Certificate routines have been completed. Once any employee is deleted, the option to reprint Group Certificates for the previous year is no longer available.

Refer to the section “Termination Pay (1,2,4,)” on Page 23 for full instructions on processing a Termination Pay for an employee.

M) THE "HOW TO ......" GUIDE (Cont.)
** How to – Convert a Casual to a Permanent
With the significant differences in how the system retains hour types and leave entitlement the only option when an employee changes from Casual to Permanent is to set up a new file for the employee via the “Add Employee (2,1,1,)” routine. 

To assist with this, the facility is provided to clone the existing details for an employee during the Add Employee routine.

There will then be two records on the system for the one employee. The facility is provided to add these two records together when preparing the Group Certificates so that the employee only receives the one Certificate at the end of the year.

** How to – Change the Award Rates per Week
As changes to the Award Rates per week for each Classification are advised, they should be updated prior to processing the pay week from which the changes become effective. The changes should be made after the “Zero Batch Files (4,1,)” routine has been run for the previous pay week and before the entry of any pay details for the new pay week.

Refer to the section “Classification Rates (2,4,1,)” on Page 51 for full instructions on changing the Award Rates per week.

** How to – Change the Award Allowances
As changes to the Award Allowances for each Classification are advised, they should be updated prior to processing the pay week from which the changes become effective. The changes should be made after the “Zero Batch Files (4,1,)” routine has been run for the previous pay week and before the entry of any pay details for the new pay week.

Refer to the section “Award Allowance Rates (2,4,3,)” on Page 52 for full instructions on changing the Award Allowances.

** How to – Add a New Department/Cost Center
If you wish to add a new Department that points to an existing Cost Center then simply enter the details as required via the routine “Departments (2,2,4,)” as set out on Page 41.

If the new Department is to point to a new Cost Center then enter the Cost Center details first via the routine “Cost Centers (2,2,3,)” as set out on Page 40, and then enter the Department as detailed above.

** How to – Process a Typical Pay Week

Complete details on the steps involved in the processing of a typical pay week are provided in section L – “A TYPICAL WEEK’S PROCESSING” on Page 86.

M) THE "HOW TO ......" GUIDE (Cont.)
** How to – Check the Pays for Accuracy

A number of options exist for the checking of the pays once they have been entered. These include:

1. Displaying the Pay slip when processing Normal Pays by using the F6 key.

2. Checking the audit trail produced as a by-product of the pay input. You can have the audit trail print the Times, Hours or Both. This is set up in “Globals General (2,3,1,)” as set out on Page 44.

3. You can use the “Reprint audit trail (1,6,)” routine as set out on Page 25, for All or Selective employees.

4. You can print the Pay Envelopes or Pay Slips via the “Print Pay slips (1,8,2,)” routine as set out on Page 27.

** How to – Correct a Wrong Pay Entry

If an error is detected in a pay then the procedure is to return to the “Normal Pay (1,1,)” or “Manual Pay (1,2,)” routine, whichever was used, and recall the pay and edit it as required.

** How to – Enter an Adjustment Pay for a Previous Week

In the event that an adjustment pay needs to be processed as a result of an incorrect pay in a previous pay week, then a “Manual Adjustment (1,2,2,)” pay should be processed. This routine is typically used also for processing back-pays. The “Manual Adjustment” pay can include negative values so there is complete flexibility in preparing the pay.

Full details are set out on Page 20.

If the adjustment is only minor then a plus or minus amount can be entered in the “Adjustment” field in the Normal Pay screen via the “Edit Allowance” option – refer to Page 15 for details. 

** How to – Enter a Holiday Pay

The system has a separate routine for the processing of Holiday Pays that involve multiple pay weeks. It is extremely automated yet provides the facility for editing the calculated values. The option is also provided to have the system determine the Shift Penalties vs Leave Loading comparison for the preparation of the Holiday Pay.

Refer to the section “Holiday Pays (1,2,3,)” on Page 21 for full instructions on processing Holiday Pays.

** How to – Offload Hours to another Classification or Department.

The system allows for the offload of hours to a Classification and/or Department different to that set normally for the employee. This can be done for both Normal Pays and Manual Pays.

Refer to the section “Offload Hours” on Page 12 for full instructions.

M) THE "HOW TO ......" GUIDE (Cont.)
** How to – Process an End of Pay Period

By running the “End of Week (4,2,)” routine, the pay processing for the pay week is completed and no further additions or deletions from the batch file are allowed. If the End of Week routine is interrupted then the only option is to Restore from Backup and run the End of Week routine again.

It is very important that the Cumulative Values reconciliation is checked to ensure that the opening values for the pay week are identical to the closing values of the previous pay week.

Instructions for the “End of Week (4,2,)” routine are on Page 69.

** How to – Process an End of Month

The system has the details of your Accounting Periods as set during the initial installation procedure and hence the End of Month processing is completely automatic.

There are some reports that should be run monthly after the “Zero Batch Files (4,1,)” routine has been run for the previous pay week. These include:

1. The “Payroll Journal (3,3,3,)” report as detailed on Page 62.

2. The “Superannuation Schedule (3,4,2,)” as detailed on Page 64.

3. The “Deductions (3,4,1,)” reports as detailed on Page 64. These would include the listings for Taxation, Union Fees, Medical, etc. for the month.

4. The “Leave Provision (3,5,1,)” report as detailed on Page 66.

** How to – Process an End of Year

The date of the organisation’s end of financial year is set during the installation procedure. You are prompted when the “End of Financial Year (4,3,)” routine is to be run. Full details are set out on Page 70.

** How to – Process Group Certificates

The system will prompt for the processing of Group Certificates after the “Zero Batch Files (4,1,)” routine has been run for the last pay week prior to the 30th June. The steps involved are summarised below:

1. Ensure the settings in the “Change Club details (8,3,)” are correct. Refer to the instructions on Page 79.

2. Check that the “Lump Sum A-B-C-D (2,1,4,)” details are correct. Refer to the instructions on Page 36 for details.

M) THE "HOW TO ......" GUIDE (Cont.)
** How to – Process the Group Certificates (Cont.)

3. If you are printing Group Certificates on multi-part forms, then select “Layout Certificates (6,1,)” and check that the details are correct. Full instructions are provided on Page 72.

4. Print a list of those employees that have been noted as having already been issued with a Group Certificate via the routine “Certificates Pre-Prepared (6,5,)”. Check that this is correct and amend the details via “Change Employee (2,1,2,)” as required.

5. For employees with more than one number in the employee file, the option is provided to combine these via the “Set Common Group Certificates (6,4,)” routine as detailed on Page 74.

6. Take a BACKUP of your data files.

7. You then are ready to process the “Prepare Certificate (6,2,)” routine, see Page 72, and this then prepares the file ready for printing the Group Certificates.

8. If you are printing the Certificates on multi-part forms then you now “Print Certificates (6,3,)” as detailed on Page 73.

9. If you are printing the Certificates on plain paper then the steps are as follows:

· Ensure that you test the printer you plan to use via “Test Printer (6,6,6,)” as set out on Page 77.

· You may need to “Create Test Disk (6,6,3,)” for approval by the Tax Office. The instructions are set out on Page 76.

Once you have checked your printer and gained the required approval from the Tax Office, the next steps are:

· Run the routine “Disk Prepare (6,6,1,)” as set out on Page 75.

· Run the routine “Disk Test Read (6,6,2,)” as set out on Page 75.

· You then print the Certificates via the “Plain Paper Print (6,6,4,)” routine as detailed on Page 76.

· You can then print the instructions for the employees, that normally included on the back of the multi-part forms, via the “Print Back Sheet (6,6,5,)” routine as set out on Page 77.

** How to – Set and Maintain Passwords

Detailed instructions on how to:

1. Change Passwords for existing users

2. Add new users and set their Password

3. Change access levels for selected users

are set out in the routine “Password Maintenance (8,1,)” with full instructions provided on Page 78.
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