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Warranty, Limitation of Liability and Copyright

SmoothPay ("Program") is warranted to be free of material errors and will perform as
documented provided the Program is up to date at the latest release level and the computer
equipment is correctly configured. Any confirmed programming error will be corrected at no
charge to the user provided they have a registered copy of the Software and have complied with
the conditions of their registration (refer SUPPORT-page 6).

The documentation is intended as a guide only. The Software it accompanies is produced on the
understanding that data will be checked by the user and proper manual audit checks will be
undertaken on a regular basis.

SmoothPay Ltd makes no other warranties, either expressed or implied, as to the quality,
performance or merchantability of the Program, nor to the fitness for any particular purpose or
particular results obtained through using this Program.

SmoothPay Ltd will not be liable for any direct, incidental, or consequential damages resulting
from the use of the Program, even if a defect or error exists in the Program.

SmoothPay Ltd owns the enclosed Program. The Program and any documentation are
copyright, and may not be copied except for back-up security purposes. SmoothPay Ltd grants
you a non-exclusive licence to use the enclosed program subject to these terms and conditions:
You may use one copy of the Program at any one instant.

You may not sell or transfer the licence granted with your copy to any other person.

You may freely give a copy of this Program to any other person for evaluation purposes.

© Copyright 1995 - 2014 SMOOTHPAY LIMITED
All rights reserved
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SmoothPay - Payroll for Windows

Welcome to SmoothPay!

SmoothPay Payroll has been developed to integrate with modern business systems, including
electronic banking and a selection of popular cash management systems. It provides a
comprehensive array of features and unsurpassed ease of use.

A few of the many features are:-

[ Unlimited account and job enterprise analysis (including prorated Allowances)

Link to General Ledger (supports MYOB, Profax, Pastel, NZHO, Concept, CBA and others)
Multiple Employee Bank Accounts

Multiple Time Type entries

Multiple Allowances and Deductions, (all of which can be added on the fly)

Production of electronic banking system files (direct credit schedules)

Holidays Act compliant

IR345, IRD approved IR348 Employer Schedules, IR68 reports, IRD ir-file

Additional Companies may be added (refer Company Setup...Registration), bureau licence
available

[ Reports and payslips can be produced as PDF and emailed direct from SmoothPay

_—— — — — — — —

The Software is ready to use, with full Online Help and Tool Tips prompts, selected Allowance
and Deduction Codes, and support for all current Tax Codes. Every input field has a help prompt
line at the bottom of the Screen so you know what to enter without constant reference to the
manual or Online Help.

The Online Help can be accessed by pressing the F7 function key anywhere in the Program, and
provides extensive reference material and detailed assistance for every aspect of SmoothPay.

You can use the built in sample system to try things out or to train new staff.
Training l

The SmoothPay website gives you access to multimedia training, as well as complete
documentation.

For those who prefer a "live" training experience, call us.

Support ]

We will provide you with free telephone and online support (your call, our time) during the first
twelve months of registration of SmoothPay. Your annual subscription covers ongoing helpdesk
assistance and updates.

Support is only provided to Registered Users for Software at the latest release level.
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Registered users receive free upgrades, including tax table changes, within the first 12 months of
registration.

Major Upgrades (new feature sets and legislative changes) are normally issued once or twice
each year to cover enhancements and tax changes, and minor Updates requiring the release of
new Software builds may be released monthly. All Updates are available directly from our
website (you can click the "Planet" in the SmoothPay Control Centre toolbar to go straight there).

On the anniversary of your purchase, an annual subscription is payable. This covers the ongoing
costs of developing and maintaining the Software, providing updates, HelpDesk support services
and all the facilities available from our website.

These can be discussed directly with SmoothPay and should be followed up with a written
specification of the change/s requested on the provided Feedback form (refer to the
Wizards...Feedback topic).

If the change is considered to be useful to the majority of Users, the change will be scheduled for
release as part of the next Software release. Otherwise, the request, if accepted, will be
produced on a contract basis. Requests for change are only accepted from Registered Users.

After 5 FREE pay periods you will need to register your copy of the Software to be able to
continue processing.

Note: On registering, all data previously entered is retained.

Registration of SmoothPay entitles you to receive the following personel benefits:
[ Telephone support, (your call, our time), during the first 12 months.

[  Upgrades and tax table changes for the first 12 months of registration

[ Automatic issue of Software enhancements and tax/legislative updates

The Software can only be registered by SmoothPay so that an up to date central registry of
Users is maintained.

To Register I

Activation details will be emailed to you once payment for SmoothPay is made and company
information is sent.
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SmoothPay Ltd is a private software development company that specialises in payroll software
development and support.

The principal and systems analyst/programmer is Matthew Gardner, who has been engaged in
commercial Software development of financial and payroll systems, local authority systems,
medical database conversions as well as systems implementation and for over 20 years.

SmoothPay can be contacted as follows:

Telephone 06-353 6462
Fax 06-353 6717
Email helpdesk@smoothpay.co.nz
Website http://www.smoothpay.co.nz

Postal Address PO Box 20019, Palmerston North 4448, NEW ZEALAND

Please refer to support terms and conditions.
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Your Initial Questions Answered
How much? I

Please refer to a current pricelist or contact our HelpDesk for the latest prices.

The prices are also contained within the program and are shown on the Registration Request
Form and website.

An annual maintenance charge is charged on each anniversary of registration/purchase. This
covers all upgrades, phone support and media charges, and includes all user driven
improvements and modifications.

Note: The above prices are subject to change without notice.

We guarantee that SmoothPay is 100% error free (as long as the errors are within our control
and not caused by the host of configuration settings and setup of your machine).

Any program errors reported will be fixed at no cost to you.

How does SmoothPax integrate with mx existing sttems? I

SmoothPay is completely self contained as far as the processing of payroll information is
concerned, but it can produce costing and banking files, named by you in the Company Setup
Screen. These files are created for the purpose of transferring information to your direct banking
system and to your financial systems. These standard file formats can be modified to suit
specific system requirements, and can even be directly integrated with some systems.
SmoothPay will happily negotiate the writing of programs required to integrate SmoothPay to
your system.

Is SmoothPax a Multi-User? I

Yes! SmoothPay is network compatible and Employee Setup and Time Input may be accessed
by multi users, though not for the same Employee at the same time. Backup, Restore and Finish
this Pay routines can only be accessed if no other Users are currently accessing the files. You
can run it from a remote location (Network Drive) and utilise local or network printers. A free Multi
User Network Client is available from our website.

Securitx? I

The Software should be installed on the local hard disk of your PC to prevent unauthorised
access by other Users attached to your Network, or it should be placed in a secure directory on
your Network Drive.

Note: Registered copies of the Software allow for each Company to be password protected.

Will SmoothPax be keBt uB to date? I

Yes! Should regulatory or User specific changes be required to the Software or its operation,
these changes will be made and released to Users at reasonable cost or included as part of your
annual subscription.
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Installation

SmoothPay will run on virtually any PC purchased in the last few years. Make sure it meets the
following minimum specifications:

Microsoft Windows XP or later 100MB free disk space
* A minimum of 512MB of RAM

* A mouse.

A printer, laser or inkjet recommended.

-_

N

w

s

. Download the latest version from our website at www.smoothpay.co.nz.

* The installation should start automatically.
After a few moments the SmoothPay Installation dialogue appears.

Install In:
« By default, the installation program installs the SmoothPay files into a folder available to

each User of the computer.
« If you wish to install SmoothPay in a different Drive or Directory, change the information
displayed to suit.

Click the Install button or press Enter.
* Over the next few minutes the program files are installed.

Start SmoothPay by clicking (or double-clicking) the SmoothPay Icon G
created on your Desktop by the installation process. .
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Using SmoothPay
The Tab Kex and Esc Kexs i

Use the Tab key to move to the next between fields and to access the various lists that are built
into the program. Use Shift + Tab to move to the previous field.

The Tab key is the most used key in SmoothPay, though you may also use the mouse to move
around, select data etc.

The Escape (Esc) key quickly closes a window.

Function Kexs I

The function key F1 can be used throughout the Program to access the Online Help.

Other function keys are also used throughout the system for various functions. e.g. Function keys
F5, F6, F7 and F8 may be used in the Pay Input Screen to access the various Input Detail
Screens.

POEUE Arrows I

Clicking on the small arrow displays a list of permitted entries in a field.
You can also use the up and down cursor keys to change the field contents b onday Iﬂ
to the next/previous value, or you can use the first letter of an option in the

list to set the field value. Try it out!

Icons _|

Click on an Icon to perform the associated task or function, such as view a Report, or Exit a
window.

The Control Centre I

When SmoothPay starts, the program Control Centre is displayed which lists Employees, payroll
function buttons, Reports and provides Company selection.

If the security feature has been enabled, you will need to enter the password before being
granted access to SmoothPay.

See the "Control Centre" topic for details about the contents and facilities offered by the Control
Centre.

Maintenance Screens l

SmoothPay provides a series of maintenance Screens so that Records can be modified, added,
deleted (where permitted).

Unless the maintenance Screen specifically provides a Save/Cancel button pair, all input
changes the current record immediately.

If you wish to add a new record, choose the Insert or New button BEFORE you begin changing
the record contents (otherwise you will be changing the record currently displayed).

Note: We have assumed that you are familiar with your computer and its operation.
We have not included Windows operating instructions as these are documented in your Windows
User Manual.
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Control Centre

Overview l

The Control Centre provides access to Employees, Reports and each of the various functions
provided by SmoothPay to complete payroll processing. As well, this Screen lets you select
which Company (or Employer) you wish to process, and accesses the Company Setup for the
currently selected Company.

Note: An unregistered copy does not permit you to change security settings or PAYE tax tables
and you will not receive automatic upgrades and new release information. You will also be
nagged occasionally by SmoothPay to Register.

*  Whenever you start SmoothPay the Control Centre will be displayed.

) SmoothPay Payroll - Control Centre

&3 = B[ vid 2 M OS] &
- i
Current staff v ’ Edit Emplaves ] + Repors
FYFlintstane, Fred - Your most requested reports
i Gershwin, Gearge ’ Payroll Codes ] -- Pay Period Repaorts
& Graham, Matthew Jay -- Costing Reports
& GRAHAM, Sarah Jane l Fay Input ] - IRD Schedules
& Luke, Felicity ’ — ] -- IR345 Emplover Deductions
& MacPherson, L IZ4rms - IR348 Employer Manthly Schedule
- |[R344 Amendment Worksheets
’ Standard Reports ] - |REE PAYE and ACC Reports
’ Backup ] - PAYE Tax Rules Listing
- ACC Premium Codes Listing
’ T ] - Superannuation Contributions Re
+- Reconciliation Reports
| RenuigFiles | | Leave Reporis
[+ Employes Reports
’ Finish this Pay ] +- Earnings Cerificates
[+ Listings
’ Carmpany Setup ] [+- Reminders
[+- Returns
Z ’ Exxit ] - Miscellaneous
B [ ]view historical archive
| Processing pays for Period Ending 28 Apr 2014, Pay Day 28 Apr 2014 [click to chanoe]
Copyright @ SmoothPay Lid - HelpDesk (06) 353 6462 Email the helpdesk

The Screen is laid out in three general areas:

Emeloxee List |

This list lets you pick an individual Employee for maintenance editing, or Pay Input.

Highlight the required Employee and then choose Edit Employee or Pay Input. Alternatively you
can double click the Employee’s name to enter Pay Input for that Employee, or right click on the
name to bring up a context Menu containing many commonly used functions including Pay Input
and some Employee options.
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Note: You can specify that all, or only active Employees appear in the Employee List by
checking the option at the top of the Employee list (Show Terminated).

Function List I

This section of the Control Centre Screen accesses the various Screens that provide
SmoothPay with its functionality. More information on these individual Screens can be found in
the subsequent topics in this Manual or the Online Help (F1). The buttons are arranged in the
general order they would be used in the payroll process, and are reflected by the general order of
the toolbar buttons appearing at the top of the Control Centre Screen.

ReBort List I

This list contains all defined Reports. The most used Reports are listed at the top. A full
description of what each Report is about can be displayed/printed by selecting the Reports Guide
under Miscellaneous.

@ Select the Report Group (click the "+" symbol to display a list of Reports under the Group)

@ Select the Report you wish to produce.

@ Depending on the Report selected, you may need to enter additional information or select

various options before the Report is produced.

@ You may then choose how you want the Report produced:

Preview Displays the selected Report in preview and/or full Screen modes.

Print Prints the selected Report. You will be presented with a print dialogue
before printing starts so that you can select different printer settings, or
page ranges, as required.

Print + Exit  If enabled through Company Setup...Options, this button replaces the Print

button on the Print Menu. The Print + Exit button prints your Report and
automatically exits from the Print Menu.

Browse Displays the Report data in a tabular (spreadsheet) format where you can
literally browse through the data, search for items of interest etc. You
cannot change items in the Report using this option.

Export Lets you to export the Report Data to various other file formats, including
PDF, Word DOC, Excel XLS, HTML, XML, TXT and other formats. You can
also email the exported Report to any recipient.

More detailed and up to date reference information is provided in the Online Help provided with
SmoothPay. Just press the F1 function key anywhere in the program to access Online Help.
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Getting Started

To get the most out of your introduction to SmoothPay, please read the following notes and
follow these brief instructions. They are the basic steps required to set up your Payroll. Specific
information on the Screens and the different options can be found in the subsequent topics.

Note: More detailed and up to date reference material is also available by using the Online Help,
available at any time while using the program by pressing the F1 function key.

Use the foIIowing Erocedure to Download SmoothPaz I

1 Download the appropriate Software from our website, follow the instructions on the
Download Page.

2 Start the Program. An Icon will have been created on your Desktop and in the Programs
group in your Windows Start Menu.

3 Experiment with the System in the Sample Company (Test and Training Data). Check out
the Company Setup, Employee Setup etc to get a feel for the way things work. Run a few
Reports if you want to, or even run the full payroll process.

4 You are now ready to set up your Company payroll. Select Your Company.

5 Select Company Setup. You need to enter your Company details, and any other options
you require, such as whether you need the Electronic Bank file and General Ledger link.
Make sure you set the correct period ending and pay day. Now is a good time to print the
Registration Form. You can also set up your email settings so SmoothPay can email
Reports, Backup data and Error Messages if required (refer Email Setup chapter). When
you have completed setting up your Company details, choose Save to keep your changes.

6 Select Edit Employee. If no Employees exist, one will be created automatically, otherwise
select New Employee to create a new Employee record. The New Employee Setup
Wizard will display prompting you to enter the basic Employee information required to
begin pay processing. If you wish to, you can then fill in the rest of the new Employee's
details and Holiday entitlement etc (a Leave Application Form is available from our website
to assist you to setup leave correctly).

Note: Wage/Salary amounts, Allowances and Deductions are entered during Pay Input
(page 18).

7 When all Employees have been added to the system (and set up correctly), you can
process your first live pay.
Tip: If you are starting part way through the year, you can easily capture your Employee’s
opening financial totals using the Employee...Opening Totals ($) Screen. Any leave
remaining should be entered in the Employee’s Leave Setup Screens first.

8 Once any catch up processing is complete, you should enter details of a Standard Pay for
each Employee, including any standard Allowances, Deductions, Bank Accounts or
extended options (refer Pay Input topic) and save this as the Standard Pay. In this way
you will have a base Payslip for each Employee to work from for each new pay period.
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The Payroll Process

Use the following 5 Step procedure every time you start processing a new pay period.

The following process outlines the basic steps required to correctly process your payroll. This
process is more fully explained in the following tutorial topics or by pressing the F1 function key
within the program for Online Help.

1 Add/change any Employee (Edit Employee) or Company Setup information.

2 Select the Employee you wish to pay from the Employee List and select Pay Input. If this
is the first time you have selected Pay Input for this Employee for this pay period,
SmoothPay will automatically extract any previously saved default pay (or last pay if no
default saved). Otherwise, the entries you have already made will be displayed.

The Pay Input Screen resembles a Payslip and is divided into 5 distinct areas, one each
for Time & Earnings, Allowances, Deductions, Net Pay and "Tax, Salary, Child support..."
(extended settings and options). Each can be accessed by the indicated function key, or
by clicking on the required section with the mouse. Entry is straightforward and self-
explanatory, though if you need more information you can press F1 at any time for Online
Help.

New Allowance, Deduction and Net Pay Bank Account Codes can be selected from
existing entries, or added on the fly, just by typing in an abbreviated reference. The
system is supplied with a basic set of Allowance and Deduction Codes.

3 When you have completed entries for all Employees to be paid, select Standard Reports to
produce the various Audit Trails and Summary Reports for this pay period. Check them,
and make any amendments if necessary to the Employees’ Pay Input. Run the Reports
again. Repeat until everything is correct.

4 BACKUP YOUR DATA NOW!
Choose Backup. Your data files will be zipped up into an internal backup, a USB Data
Stick and/or you can access our free internet backup service (FTP) to SmoothPay's
offsite storage, if your system allows. This way if any problems occur with the Finish this
Pay process, or you spot an error after the payroll has been completed, you will be able to
Restore your files to this point so that any corrections can be made and the process
repeated.

Note: Backup and Restore process data is for the currently selected Company only.

5 Select Finish this Pay.
You will be reminded about doing a Backup, and printing and checking the Standard
Reports. If you firmly believe that everything is okay, check (and correct if need) the next
pay period ending and pay day dates then select Run, otherwise Exit and repair any
errors.

That's it!

SmoothPay is now ready for the next pay period.
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Walk through Payroll Setup Tutorial

The following topics will cover the procedure necessary to setup your payroll and process a pay.
More detailed information regarding specific functions or fields can be found by pressing F1 at
anytime within SmoothPay to access Online Help.

Company Setup

The Company Setup Screen is accessed from the Control Centre by selecting the required
Company and clicking Company Setup. The Setup Screen provides SmoothPay with detailed
information about your Company and sets options that affect payroll processing.

You need to complete the Company Setup Screen to register your copy of SmoothPay.

Note: An unregistered copy means you will not receive automatic upgrades and new release
information. You will also be nagged occasionally by the program to register. However, during
your evaluation period you are more than welcome to contact the HelpDesk for assistance.

Fill in all the Screen details and select the options you want. Once completed click on Save to
save the current settings.

To move between fields use the TAB key. To select an check-box option, click on it so that a tick
appears in the box = (or press the space-bar).

Note: To assist you when you are in a Field, a help prompt appears if you hover the mouse
pointer over the field giving a brief description of what is required. For more details about the
operation you might be performing, press F1 for Online Help.

Direct Credit Facilit

SmoothPay provides the facility to generate direct credit files, which can be used by most major
electronic banking systems. If you use a direct credit (MTS) facility, tick the box provided in
Company Setup...Bank.

Enter:

» the Company Bank Account number from which payments will be made;
» the type of electronic banking package you have;

« the particulars to appear on Company’s bank statement;

« and the name of the file to be created when each pay is finished.

This file will contain the direct credit entries for all Employees paid by Direct Credit.
Guides for each Banking package are available from our website.

Time Clock Facilitx I

If the Time Clock facility is to be used, set the Time clock type and default import name. Use the
Wizard/Time clock utility to process the time import file. Your Time clock system will need to
have the correct Employee Identification Numbers setup so that the imported data can be
matched against Employees in the payroll. Run the Employee Summary Listing to get this
information.

Guides for each Time Clock option are available from our website.
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Ledger SetuE l

To use the General Ledger interface functions, including account codes and job codes entry, you
need to have the Analyse Earnings by Account and/or Link to General Ledger box ticked in the
Ledger Setup Screen. Refer to Online Help for specific information on how to complete the
Ledger Setup Screen.

Guides relating to specific accounting systems integration are available from our website.

Paxslie Tzee I

There are various Payslip styles that may be selected:
« Standard A4 Portrait is the basic Payslip and is the format used by the Print this Payslip
button in the Pay Input Screen.

* More Detail A4 Portrait prints Allowance and Deduction entries in more detail. It includes
the standard Payslip summary at the top.

+ 2 per page A4 Landscape (A5 size) is like the More Detail format, except it prints two
Payslips side by side in Landscape mode, without the standard Payslip summary. This
requires an inkjet/laser printer to work properly as the font sizes are quite small.

* Rediform R900/COM Security Payslip is a laser or inkjet secure Payslip.

* Lineflow PSL1 is a dot matrix secure Payslip (available from Payroll Systems Ltd phone:
03 3811635).

Pax Period and Pax Dax Dates I

* Pay Period indicates the date that the current Pay Period ends.

* Pay Day indicates the date the current pay is to be paid into accounts and is the date
used for tax period purposes.
» Current tax year indicates which tax year the current Pay Day applies to.

Note: The 1 April to 31 March tax years are STRICTLY adhered to - you cannot apply a
Payday (say the 2nd of April) to the previous tax year.

Securitx i
Once (and if) set, the Password will be required every time you start SmoothPay, or whenever
you attempt to access the Password Setup Screen.
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Employee Setup
Overview 1

The Employee Setup Screen is accessed from the Control Centre by clicking on the Edit
Employee function button. The setup Screen allows you to set up each Employee’s work details,
including IRD number, Tax Code, ACC classification (if different from Company classification),
Holiday and Sick leave entitlements, for correct processing of tax and pay.

Procedure |

@ To initially set up your Employees, from the Control Centre select Edit Employee.
If you have already set up your Employees and wish to modify them, highlight the
Employee you wish to modify from the list before selecting Edit Employee.

@ Fill in all the Screen details and select the options you want. To move between fields use
the TAB key. To select a check-box option, click on it so that a tick appears in the box = .

@ Click on Holiday setup, complete Screen details, click on OK.
Click on Sick Leave, complete Screen details, click on OK.

@ If the Employee started prior to implementing SmoothPay, capture their opening financial
totals in the Opening Totals ($) Screen.

Note: The entries required are determined by the current Company Pay Period ending
date, the Employee’s pay cycle, their annual leave anniversary date and their pay cycle - if
these are not right, then you’ll not be asked the correct questions.

@ If you have another Employee to setup, save the current Employee, then click on New
before you change any details (otherwise you’ll be changing the details of the current
Employee). When selecting New you will get the option to base the new Employee on the
currently displayed Employee. If you have selected a similar Employee before selecting
New this can save you setup time.

@ Once completed click on Save on the Employee Detail Screen to save the current
settings.

@ Note: SmoothPay provides import facilities from numerous other payroll systems, saving
considerable time in transferring data. A charge may apply for this service, though many
importers are already built-in.

Points to Note
Terminating Employees

Employees should be terminated by using the "Final Pay Assistant" option during Pay Input. This
is the preferred method, as it properly calculates their final leave entitlements. Casual staff will
merely be flagged for termination using this process.

Note: You can also terminate staff by ticking their " Terminated" checkbox after you have
completed the Final Pay for the Employee. Depending on the option you chose in the Company
Setup Screen or Control Centre, Employee's name will/won’t show in the Employee List once
terminated.

Un-terminating Emeloxees I

Employees can be "Un-Terminated" by un-ticking their " Terminated" checkbox.
If they have not yet been reported to the IRD as having terminated (on the IR348) their original
Employee record will be utilised, though the leave balances may need to be reinstated.
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Emeloxment Txee l

@ Full Time - Usual employment type.
Annual Leave normally accumulates on an annual weeks basis.

@ Part Time - An Employee who works for you regularly, although hours may vary ie.
employed on a permanent basis.

Annual Leave should be accumulated on an annual weeks basis.
@ Casual - An Employee who works irregular hours at irregular intervals.

Entitled to receive Annual Leave as an automatic (and separate) entitlement with each
Pay - SmoothPay does this for you, and also provides for payment of an "inclusive pay
rate" where the Annual Leave component is still identified separately according to current
legislative rules.

This type of Employee typically does not receive Sick Leave, Alternative Leave or Public
Holiday pay, however they are entitled to be paid at Overtime/Penal rates for working on a
Public Holiday.

Method of Paxment I

@ Cash will produce a payment schedule with net pay amounts to be paid.

Net pay is automatically rounded to 10 cents if necessary (rounding adjustment is carried
forward to their next pay and recalculated). The same applies if you select rounding net
pay to whole dollar (tax amount will also be adjusted).

@ Cheque will produce a cheque schedule with net pay amounts to be paid.
@ Bank will produce an MTS schedule for direct credit payments.

For this to work successfully you will have to have completed the direct credit (MTS)
section of Company Setup...Bank, and setup Bank Account Codes for each Employee to
be paid by Direct Credit. Refer Pay Input topic.

Notes Field |

This section of the Employee Setup Screen provides room for Notes about the currently selected
Employee.

These may include employment history, qualifications, endorsements, certificates, emergency
contact details etc.

Holidax Setup i

This section of the Edit Employee Setup Screen contains the Annual Leave allocation rules and
current leave entitlement owing for the currently selected Employee. Annual leave may be
shown in weeks, days or hours (weeks is recommended, except for Casual staff).
A comprehensive Guide to Holidays and Leave Guide is available from our website. What
follows is a very brief précis of the information contained in that Guide.
@ Full Time Employees normally accrue Annual Leave once each year, in weeks, on their
starting date anniversary.

@ Part Time Employees will normally accrue Annual Leave once each year, in weeks, on
their starting date anniversary.

@ Casual Employees will automatically be paid Annual Leave, (shown separately on their
Payslip) and their Annual Leave Setup should reflect this percentage rate of entitlement.
(usually 8% - entered as 0.08)

@ Standard Days Worked Per Week should be completed in the Edit Employee...
More...Contract Screen.
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Sick Leave SetuE |

This section of the Edit Employee Setup Screen contains the Sick Leave allocation rules and the
current Sick Leave entitlement owing for the currently selected Employee. As with Holiday
Leave, Sick Leave can be shown in days, hours or as a percentage per pay.
@ Full Time Employees normally accrue Sick Leave as annual days with the first
entittement available after 6 months service, then every 12 months thereafter, usually to a
maximum accrual of 20 days.

@ Part Time Employees normally accrue Sick Leave as annual days with the first
entittement available after 6 months service, then every 12 months thereafter, usually to a
maximum accrual of 20 days.

@ Casual Employees do not usually accrue Sick Leave, although this can be over ridden if
desired.

@ Standard Days Worked Per Week should be completed in the Edit Employee...
More...Contract Screen.

ABBrenticeshiB SetuB I

This section of the Edit Employee Setup Screen can be accessed via

Edit Employee...More...Apprenticeship, and provides for options to include the start date, accrued
hours (these usually accrue automatically, and can be recalculated if required), and an option to
show the Apprenticeship Hours on the Employee’s Payslip.

Contract Apprenticeship Miscellaneous

[]Apprentice? Apprenticeship start date
Hours worked since start

[ 5how apprenticeship hours warked an payslip

Copyright © 2014 SmoothPay Limited, PO Box 20019, Palmerston North 4448, New Zealand
Phone: +64 6 3536462 Fax: +64 6 3536717 Email: helpdesk@smoothpay.co.nz web: http://www.smoothpay.co.nz Page 20 of 48



http://www.smoothpay.co.nz/
mailto:helpdesk@smoothpay.co.nz

KiwiSaver SetuE |

New Employees are enrolled automatically in KiwiSaver, unless you untick the Enrolment option
or the Employee is exempt from automatic enrolment due to their employment status or tax code.
Exempt Employee's may still be enrolled if they request. Non-exempt Employees must be
enrolled for a minimum of 2 weeks, but may opt out before 8 weeks.

Existing Employees may also enrol in KiwiSaver, by ticking the KiwiSaver option on their
Employee record.

[7] KiwiSaver holiday

SmoothPay will automatically produce a KS1 Enrolment Report as each tax period ends, as well
as a file that can be electronically transferred to the IRD via ir-File.

Please refer to the KiwiSaver Guide dedicated to this topic from our website for more detailed
information.

Copyright © 2014 SmoothPay Limited, PO Box 20019, Palmerston North 4448, New Zealand
Phone: +64 6 3536462 Fax: +64 6 3536717 Email: helpdesk@smoothpay.co.nz web: http://www.smoothpay.co.nz Page 21 of 48



mailto:helpdesk@smoothpay.co.nz
http://www.smoothpay.co.nz/

Payroll Codes

The Payroll Codes Screen is accessed from the Control Centre Screen and provides access to a
Menu of Payroll Code types that can be setup, edited and/or deleted. These types include
Allowance and Deduction Codes, Account, Job and Activity Codes and Employee Bank Account
Codes.

Note: These Codes can all be entered as part of your initial Setup of the system or added on the
fly during Pay Input just by typing in a new code and responding Yes when SmoothPay asks if
you want to add the new code.

From the Control Centre select the Payroll Codes function button.

@ Select from the Menu the Type of Code (Allowance, Deduction etc) you want to setup or
modify.

@ Select New (Green Plus icon) to add a new Code (ltem), or click on and highlight the
Code you wish to modify, and press the Enter key. All input changes the current record
immediately, so ensure you have the correct Code displayed before modifying any
contents.

@ Complete all the Screen details for the Code you have selected and click on the Green
Tick to Save.

@ Click on Close when completed.

Emplo:ee Bank Account Maintenance I

Bank Account Codes are specific to individual Employees, so the Employee must be selected
(using the Locate button) before maintenance begins.

Pre-selecting an Employee in the Control Centre will automatically place you on that Employee’s
Bank Account entries (if any).

An Employee may have multiple bank accounts to be used when allocating Net Pay, by creating
as many "Amount per pay period" method Bank Accounts, and a single "Net Pay" Bank Account
(if required, as the balance may be paid out as cheque or cash). These accounts then need to
appear on the Employee’s Pay Input...Net Pay (F8) Screen, preferably also as part of their
Standard Pay Input.

If multiple Net Pay accounts occur, only the first will have net pay allocated to it.
Payments to Credit Card Suspense Accounts are also provided for, so that Employee’s can

allocate some of their earnings to their Credit Card Accounts - details of the account numbers
and required field values are included in the Online Help (F1) or by contacting your Bank.

Ledger Code Maintenance I

Ledger Codes may be used with Time and Allowance Input to analyse earnings over one or more
Cost Centres in your accounting system. The use of these Codes is optional.
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Job/Activitx Code Maintenance l

Job Codes may be used with Time and Allowance Input to analyse earnings over one or more
Cost Centres for your job costing system, or other information needs. Activity Codes can also be
used to further analyse type of work being undertaken for costing purposes. Activity Codes are
especially useful when using Remote Timesheets. The use of these Codes is optional.

SBeciaI Leave Codes I

Special Leave Codes allow you to enter descriptive names for different types of leave, which
have their own identification. The classification is used when applying Special Leave in the Pay
Input Screen.

Reminders I

Reminders allow you to enter a message to appear automatically on the Employee maintenance
(Edit Employee) and Pay Input Screens (warnings), or to appear as a Bringup or Reminder at
some future date (and to repeat according to a specified cycle).

Useful in reminding you of reviews (ie. pay review, sick leave setup reminder, birthdays etc..).
Reminders can also be accessed on an individual basis from the Edit Employee Screen.

GrouB Schemes I

The Group Schemes Screen provides the following features:

. Allows you to group Deductions together for payment (eg. Tax Arrears, WINZ Deductions,
Union Fees, Social Club, Superannuation — not KiwiSaver). This then allows SmoothPay
to produce a consolidated (or itemised, by Employee) direct credit schedule to a
nominated bank account.

. Allows you to create "reducing balance" Allowances and Deductions, so that large Bonus
Payments, Back Pays, Repayments of Advance Pays, Debtor Balances, Time Payments
etc, can be spread over a number of pay periods.

Note: This could possibly reduce an Employee's tax liability on a large lump sum
payment.

Payments will stop automatically when the balance owed reaches zero.

« |f GST applies to Allowances or Deductions, the balance will be reduced by the GST
exclusive value.

When an Employee is given an Allowance or Deduction that is associated with a Group Scheme,
membership fields on the Allowance and Deductions Pay Input Screens are activated to enable
entry of a reference (eg. Superannuation Scheme Employee ID, Debtor Account Number etc),
and to indicate if the payment is a reducing balance, and if so what the balance remaining is.
Allowances and Deductions can be associated with a Group Scheme in

Payroll Codes... Allowances and Deductions.

A listing of the Group Schemes and members (Allowance/Deduction Codes and Employees that
have used those Codes) can be accessed through Employee Reports....Allowance and Dedution
History

Please refer to the Group Schemes Guide dedicated to this topic from our website with more
detailed information and examples.

GST Rates l

SmoothPay can automatically calculate and process GST for specified Employees on specified
Allowances and Deductions. This is applicable where an Employee, Contractor or Commission

Copyright © 2014 SmoothPay Limited, PO Box 20019, Palmerston North 4448, New Zealand
Phone: +64 6 3536462 Fax: +64 6 3536717 Email: helpdesk@smoothpay.co.nz web: http://www.smoothpay.co.nz Page 23 of 48



mailto:helpdesk@smoothpay.co.nz
http://www.smoothpay.co.nz/

Earner is GST registered and they want you to deduct PAYE tax from their earnings.

The rate at which GST is calculated on each Code is determined by a range of GST values that
can be established in Payroll Codes...GST Rates. The appropriate GST rate applied to selected
Allowance and Deduction Codes as required.

Note: This setting only applies to Employees set up for GST processing.

An Employee may be set for one of the options below through Control Centre...Edit Employee.
@ None means that GST processing will not occur for the Employee (default).

@ GST on Payslip causes GST to be calculated on the applicable Allowance and Deduction
Codes, and the results show on the Employee's Payslip (they provide you with a Tax
Invoice).

@ GST Tax Invoice will produce a Buyer Created Tax Invoice and show the GST calculated
on applicable Allowance and Deduction Codes.

@ The Employee must not produce a tax invoice themselves.
@ SmoothPay's Buyer Created Tax Invoice is IRD approved.
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Pay Input

The Pay Input Screen is accessed from the Control Centre and provides the means to enter or
edit pay details for the currently selected Employee. It is important that you understand the basic
concepts used in the design of SmoothPay, especially the Pay Input Screen.

The Pay Input Screen provides what amounts to a live Payslip.

Each section of the Screen opens up a specific Input Screen simply by clicking the required
Section with the mouse, or by pressing the Function key which each Section is labelled with (eg
Allowance Input is accessed by pressing the F6 Function key, or by clicking on the Allowance
section of the Pay Input Screen).

In this way you can quickly build a complete pay for an Employee and immediately see the
results of your changes. Pay Input is therefore easier to check and any modifications or
corrections can be done straight away.

Pay Input for Felicity L uke

Wiews | Current Pay w 1 % fortnight (10 days), Parttime, Tax code SH [click to change]
F5 Time Earnings |F& Allowancesipiecework [ Tayx, Salary, Child support.. ]
Crdinary 39.50 39500 | Taxable 100.00 . - )
Print this paysli
Certimespenal Mon-taxable & = PaysTn ]
Double @ Email this payslip
Holiday 10000
Sick F7 Deductions Save input as Standard Pay ]
Puhlic Holiday PAYE 14317 —
Special Student Loan Don't pay employee this time ]
Alternative Child Support - -
Final Pay Assistant
Tstweek ACC FiwiS averiOther 113.85 = i ]
39 50 395 00 757 07 Amend Altermative Leave |
Met pay & bank accounts
Fg8 pay oK ]
237498
Extra (honus) ar LiWOF pay
Message to appear on this employee's payslip Hold (keep entries, don't pay)
M
b

@ To pay an individual Employee, highlight the Employee from the Employee List on the
Control Centre Screen, and select Pay Input, (or double click the Employee name or right
click the mouse to bring up the Context Menu which gives quick access to the pay input

screen).

@ If you have not previously paid the Employee, (new Employee) an empty Payslip will be
displayed. Select the appropriate sections of the Payslip and make the required entries for
their Standard Pay including any standard Allowances, Deductions (Tax, Student Loan etc
is calculated automatically) and Bank Accounts. If they are Salaried workers, click on
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theTax, Salary, Child Support... button and tick the Paid a Salary box and complete the
details. Once the Standard Pay is complete, click on Save Input as Standard Pay.

@ |[f the Current Pay varies from the Standard Pay then modify the details. In this way you
will have a default (standard) pay to work from each time.

@ [f the Employee has not already been selected this pay period, SmoothPay automatically
checks to see if there is a Standard Pay already set up, and uses it as the basis for this

pay. Click on Company Setup........ Options.....Use previous pay as template if no
standard pay, to have the previous pay brought up as a template if there is no Standard
Pay saved,

@ |If you have already entered or altered Pay Input for the selected Employee, the details you
have already entered appear on the Screen and can be further modified, cancelled, saved
as Standard etc.

@ Repeat for each Employee to be paid.

@ Note: You can also examine and modify the Employee’s Standard Pay independently, by
choosing Standard Pay from the View option at the top of the Pay Input Screen. You can
also view the Employee’s Last Pay entries for reference from the View option as well
(although it's PAYE is recalculated according to today’s tax rules).

Points to Note
Pay Input Screen Functions

The Pay Input Screen provides the following functionality:
@ Time Input (F5)
Displays the Time Entry Screen, which accepts time entries for different time types
(Ordinary, Overtime, Holiday, Sick, ACC etc) hours, and optional Account Code and Job
Code analysis, with the option to analyse time to these Cost Centres by percentage (you
can choose to use these options in Company Setup).

New Account and Job Codes can be added on the fly just by typing in a new Code and
responding Yes when SmoothPay asks if you want to add the new Code, or by using the
appropriate Payroll Codes routine then inserting the new Code into the Employee’s Pay
Input.

Selecting any TimeType will normally display a Leave Assistant Screen which provides
you with up-to-the-minute values and a pre-selected pay rate for that Leave Type.

A Guide to Holidays and Leave is available on our website and deals specifically with all
aspects of Leave.

@ Allowances Input (F6)
Displays the Allowance Input Screen, which accepts Allowance entries, Units and Rates,
and optional Account Code and Job Code analysis.

If you chose to use these options in Company Setup you may also enter Account Code
and Job Code analysis for each entry.

New Allowance Codes can be added 'on the fly' just by typing in a new Code and
responding Yes when SmoothPay asks if you want to add the new Code, or by using the
appropriate Payroll Codes routine then inserting the new Code into the Employee’s Pay
Input.
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@

r

Fl

The "Net Wizard" button lets you add a Bonus, or any other type of Allowance, that will

affect the Employee’s Net Pay by a specified amount.

Description Tnits Rate Talue m
1.00 321.340000
W
- Allowance/piecewnrk Line Editar
Units Rateffmount P
Allawance code [EONDS [ 100][ 321.3a0000] | [ Metivizard,

Camment [ | walue | 321.34]

2 B
Met Amalnt
250

Calculation metl

Group scheme kK. ][ Cancel

Note: All other Pay Input must be completed first, as other earnings entries may affect the

Employee’s tax scale.
Deductions Input (F7)

Displays the Deduction Input Screen, which accepts deduction entries, units and rates.
New Deduction Codes can be added 'on the fly' or by using the appropriate Payroll Codes

routine then inserting the new Code into the Employee’s Pay Input.

Note: PAYE, Earner Premium, Student Loans are NOT dealt with in this area - refer to
the Tax, Salary, Child support topic below if you need to override the automatically

calculated values.
Net Pay Bank Deductions (F8)

Displays the Net Pay Input Screen, which accepts Bank Account Deduction entries to one
or more Bank Accounts for disbursement of the Employee's Net Pay. New Bank Codes

can be added 'on the fly' just by typing in a new Code and responding Yes when

SmoothPay asks if you want to add the new Code, or by using the appropriate Payroll

Codes routine then inserting the new Code into the Employee’s Pay Input.

Tax, Salary, Child Support...

Displays the Extended Options Screen, which allows you to alter the number of Pay
Periods this pay is for, override tax, set up Child Support or override it, or setup an

Employee’s Salary, refer to Extended Options topic for more detail.

Print this Payslip

Prints the current Payslip (useful when processing a final pay in advance of other

Employees pay but for the same period ending).
Email this Payslip

Employees payslips can be emailed directly from any employee's Pay Input screen. Refer

to Email Setup and Emailing Reports and Data documentation.

Save Input as Standard Pay

Saves the current Pay Input as the Standard Pay for the selected Employee.

Don’t pay Employee this Time

Cancels the pay entries for the Employee for the current pay period so they will not be

paid this pay period.

Final Pay Assistant
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Allows you to view and adjust, if necessary, to achieve the desired result, the Employee's
outstanding final leave calculation.

Amend Lieu/Alternative Days

This section of Pay Input allows you to alter the total Alternative (Lieu) leave remaining for
an Employee. Generally, Alternative Time accrues automatically when Overtime/Penal
entries are made for working on a public holiday, provided you complete the entries
correctly, and are used when the Alternative Leave is paid out.

@ OK
Saves the current Payslip entries as the pay for the current pay period.
If the Net Pay result is a credit pay (Employee owes the Employer money) the entries will
be carried forward to the next pay period.

@ Hold (Keep Entries, Don’t Pay)
This check-box allows you to place the Employee’s Pay Input on hold and their colour in
the Employee list will turn Gold - for on hold.
You might use this when the Employee’s Pay Input is in question, or the Employee will be
paid in a different pay cycle.

Tax, Salaz, Child Support... SExtended Options Screenz i

This Screen is accessed from the Pay Input Screen through Tax, Salary, Child support... button,
and lets you enter or change various aspects of the Employee's pay.

Tax, Salary, Child Support... for Felicity Luke

] owerride pay periods 1.00
[ Owerride PAYE 14317

[] Owerride student loan 0.00 siLel=
Mumber of days paid in this pay 10.00 SLAOR

Child Support

Maormal Child Support per period 0.00
[ Owerride child suppart 0.00
KiwiSawver

Employee contribution 14.85 3.00 %
Employer contribution 1485 3.00 %
Additional employer hanus pavment to KiwiSaver 0.00
Salary/Piecework Setup

[JPaid a salarypiecework hours .00
Annual Salary

amaount per pay period 0.00 0.00

Note: SmoothPay’s tax calculations are produced in accordance with the specifications
provided by the Inland Revenue Department (and the Australian Tax Office for Australian Users),
so there should be little need, if ever, for PAYE, Student Loan or Child Support overrides to be
set,.
If in doubt, please contact the HelpDesk immediately.
@ Override pay periods
Check the box if it is necessary to allow entry of a number of pay periods greater than 1.

This is useful where pay is being prepared prior to annual closure or the Employee wishes
to be paid holiday pay prior to leaving.

Example:

If you have entered 120 hours for a weekly Employee, which is for the current week, plus 2
weeks closure or holiday, then you should override the number of pay periods to 3.
Otherwise the Employee will be taxed as if his earnings were for 1 week and consequently
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pay too much tax. Also, any Allowances and Deductions, as well as Net Pay Bank
Account disbursements that are calculated on a per pay period basis will be incorrect, as
they will be calculated for just 1 week, rather than 3.

SmoothPay will normally prompt you to set the number of periods to a sensible value,
though you can override the number of periods manually if you wish.

@ Override PAYE tax
Check the box if it is necessary to override the internally calculated PAYE tax (which
includes earner premium - same as the tax tables). This may become necessary where
you are not using the current version of SmoothPay (you should upgrade), have modified
the tax tables incorrectly, or you are capturing pays from another system..

Note: Before you override the tax calculation, ensure that the number of hours being paid
to the current Employee do not exceed their normal work period - it may be necessary to
override the number of pay periods to have SmoothPay calculate the correct amount of
tax.

You should not use PAYE override to make a payslip net pay amount balance with an
amount paid by Automatic Payment, as you run the risk of under or overtaxing your
employee. All employees should be paid from the results provided by SmoothPay. The
HelpDesk may not be able to provide support for problems with staff paid by Automatic
Payment.

@ Override Student Loan
Check the box if it is necessary to override the internally calculated Student Loan amount.
Refer to the Override PAYE tax notes above for possible causes for incorrect calculation
and cautionary notes. It may be that the Employee’s Tax Code is not set correctly. If you
think you need to use this option you should discuss it with the HelpDesk.

@ Override Child Support
Check the box if it is necessary to override the usual or calculated amount of Child
Support Deduction. The usual amount of Child Support to be deducted each pay period is
stored in the Per Pay Period field of this Screen. Refer to the Override PAYE tax notes
above for possible causes for incorrect calculation and cautionary notes. If you think you
need to use this option you should discuss it with the HelpDesk.

@ KiwiSaver
Contribution percentages and an optional bonus payment to the Employee's KiwiSaver
scheme may be changed here if required. Please refer to the IRD for full details.

@ Paid a Salary
Check this box if the Employee is paid a Salary. Enter the equivalent hours per pay period
that the Employee is paid for, and the gross amount of salary paid each pay period.

SmoothPay will automatically fill in the ‘hours’ field for you when you set up a new
salaried Employee based on the pay period cycle (e.g. 40 hours for weekly, 80 hours for
fortnightly etc). You can override this to contain any number of hours per pay period as
long as it is greater than zero.

Note: The number of equivalent hours is a REQUIREMENT, so that Holidays Act
requirements can be complied with. A reduction in annual salary, payment of allowances
or productivity bonuses, or entry of overtime (even though you may not do it for salaried
Employees) or any type of leave requiring Relevant Daily Pay calculations to be
performed, may cause the Average Daily Pay Value to be greater than the current contract
provides. The Employer has a legal requirement to pay Annual Holiday Leave at the
greater of the average weekly rate or the current weekly contract rate.
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During Time Input the hourly rate will automatically adjust according to the total number of
hours entered (that’s the difference between a Salaried and a Waged Employee), although
in most cases the hours entered would remain constant from pay to pay.

Mixed Pax Cxcles l

This subject applies only to Employers paying groups of Employees at different pay period
ending intervals (some weekly, some fortnightly etc).

SmoothPay will pay any Employee who has Pay Input that results in a Net Pay that is not
negative. That means that a fortnightly or monthly Employee can be paid at the same time as a
weekly Employee. However it also means that you should not normally enter pay details for an
Employee who is not due to be paid this pay period ending (otherwise they will get paid).

You can of course place the Employee’s pay on hold (see the Hold (Keep Entries, Don’t Pay),
section) avoiding re-entry.
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Wizards Quick Pays

Quick Pay is accessed from the Wizard Menu and lets you mark the Employees you want to pay
by moving them to the appropriate list, saving having to select each Employee and then
performing Pay Input. Quick Pays will use the Employees Standard Pay or Pay Input entry if
already entered.

Employees Unpaid Employees to be Paid
ersw'r, eurge N - w Flintstune, Fred - |
| Graham, Matthew Jay Luke, Felicity

| GRAHAM, Sarah Jane — |MacPherson, L

This screen lets you mark the employees you want to pay by moving them to the appropriate list.
Double-click (or highlight and prezss ENTER} on an employee’s name to move them to the other list.

Employees added to the Paid list will automatically generate Standard Pay entries or use the previous
pay details as their current pay. Employees already in the Paid list will have their entriez preserved.

Employees unpaid will have any current entries cancelled. Edit pay details using Pay Input routine.

This is also a quick way of checking who is to be paid (entries so far), or cancelling the current
pay for one or all Employees.

Perform Pay Input as normal for only those Employees whose pay will be different from
their Standard Pay.

Select Wizards, then Quick Pays.

Employees who have been edited via Pay Input will already appear in the ‘Employees to
be Paid’ list and their current entries will be preserved.

Double click, (or highlight and press ENTER) on an Employee's name in the ‘Employees
Unpaid’ list to move them to the ‘Employees to be paid’ list. You may also use the arrow
buttons on Screen to move Employees individually, or all Employees collectively between
the lists.

Employees added to the ‘Employees to be paid’ list will automatically generate Pay Input
from their Standard Pay entries when you choose OK.

Employees in the 'Employees Unpaid' list will have any Current Pay Period entries (if any)
deleted when you choose OK.

When complete, click OK.
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Wizards Make Timesheet File/Timesheet Import

Timesheet options are accessed from the Wizards Menu. Please refer to the guides available
from our website...Documents and Manuals...etc for the Timesheet options available.

Make Timesheet File I

Click Wizards...Make Timesheet File, enter the type of File you would like to create from the drop
down box and click on the Make file button. This will create a Timesheet Starter File of the
specified type in the location you have specified.

Timesheet ImBort I

Click Wizards...Timesheet Import, select the Time File type from the drop down box, select the
File name and click on the Import button.

This will import a Timesheet Data File of the specified type and name into SmoothPay.

The Import doesn't replace any previous data, just adds to it.

An audit trail of import entries and their success or failure will be produced.

Wizards Timeclock Import

Time Clock Import is accessed from the Wizards Menu and provides for Time Clock data file/s of
specified name and type to be imported instead of having to enter time manually for each
Employee.

Please refer to the Guides available from our website...Learn..Documentation for the Timeclock
options available.

You will need to ensure that the Timeclock Type and File names have been specified in
Company setup.

@ Select Wizards, then Time Clock Import
@ Select the correct Time Clock Data Format from the list.

@ Click on the Locate Time Data File button to display file list for selection of Time Clock
Data File (if it is different from the one displayed).

@ Click Import to import the specified data file.

@ After importing, you should produce the usual Standard Reports for checking and to serve
as an Audit Trail of entries.

@ Complete Pay as per normal.
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Note: This facility is an additive process, in that it will add imported lines to the current pay file.
@ If pay entries have already been made, the import will preserve these existing entries.

@ If there are no previous pay entries, the default pay will first be loaded, followed by entries
from the imported file, so make sure that the stored default pay does not contain any time
entries.

@ If an Employee has never been paid before they won't yet have a pay rate established.
The import will detect this and ask you to enter an appropriate pay rate if required.

@ Any of the imported entries can be edited as usual using the Pay Input Screen for the
selected Employee.

@ Warning: There is nothing to prevent you from importing the same file more than once,
so the onus is on you to ensure that the correct file is imported.
If you accidentally import more than once, or import the wrong file (eg an old version) you
can easily scrap all pays by using Wizard...Quick Pays to delete entries, or recover from
your previous Backup.

Wizards Feedback

The Feedback Form is accessed from Wizards and provides a formal means of submitting
change requests, bug reports and other feedback from Users back to SmoothPay.

Please use this Form for all requests and feedback so that you can help us make this a better
package for all users.

Select Wizards then Feedback.

@ This is also available from Reports...Miscellaneous...Report a Problem or Request a
Change.

@ Complete the Screen details as fully as possible.
@ Click on Print and send the Form to SmoothPay.

@ SmoothPay will discuss your problem/suggestion and decide on a course of action with
you if necessary.

Wizards Toolbox

Toolbox is accessed from the Wizards Menu and enables you to:
@ reverse a payroll batch,
re-add payroll totals and Holiday Act Accrual totals,
merge payroll Companies (Branches reuniting etc),
erase all payroll data
import data from another payroll system
regenerate a direct credit batch from any completed pay period
@ And a range of other useful Tools that may be required from time to time

Note: It is a system requirement that you Backup your Files before using these Toolbox options
to aid restoration if you use a Toolbox option incorrectly.

Where a pay has been processed incorrectly, SmoothPay permits the reversal of a completed
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Payroll Batch for destruction or reprocessing (correction).

To reverse a Baxroll batch I

Enter the Payroll Batch Number to be reversed. Wizards... Toolbox

This is obtained from the Payroll Update Report produced as part of the Finish This Pay

processing, or from a fresh IR345 Reconciliation Report.

You are required to answer the following questions:
1. Have you backed up your data?
@ You must answer Yes.
2. Have you printed a "before" IR345 Reconciliation Report?
@ You must answer Yes.
3. Do you want to put the reversed batch into current pay input?
@ |If you answer Yes, you can correct and reprocess the reversed pay.
@ If you answer No, the entire Batch will be destroyed.
4. Are you sure you want to do this?
@ You must answer Yes.

{*) Reverse or reprocess a payroll batch fwhere a pay has been processed incorrectiy

() Merge payroll companies (eg merge all emplovees and histary from another branch)
) Import employees from | MYOB

() Clear payrall histary (and optionally set new employee start dates) i
() Recanstruct leave balances {in case leave history is lost or damaged)

() Carrect period end ar pay day dates and extra pay status

() List employees (and optionally terminate casuals) who have not been paid since |28i1152013
() Regenerate direct credit batch file and repart

() Merge emplayes recards

() Clear payslip messages

() Carrect future dated sick leave

() Bulk employee edit grid

() Change to 4 weeks annual leave (or eguivalent)

() Archive data over 2 vears old

() Remove emplover lump sum kiwisaver contribution from batch
) 569(EY Restructure

() Re-add payroll totals

If you need to use one of the other Toolbox options, please contact the SmoothPay HelpDesk

Many of these options cause irreversable changes - you should call the HelpDesk for advice on using these routines.
These utilities are provided to assist with the checking ar carrection of incarrectly pracessed payroll hatches or corrupted
payroll records, and should be used with extreme caution.

Feel free to contact the SmoothPay help desk for advice on correct use ofthese wtilities or to discuss other possible
options. Choose Help About for contact details.

for advice.

Standard Reports
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Standard Reports is accessed from the Control Centre and is used as part of the regular payroll
process to produce a variety of standard payroll reports after Pay Input has been completed, and
before Finish This Pay has been run.

Standard Reports for current pay period ending 28/04/2014

[ Fay Input Audit Trail | & Ronreporis |

Fayroll Sumrmary Save selections
Fayslips {including staffwith email addresses

CIPaysiips ¢ g ! [ Options .. ]

[Jallowance, Deduction and Met Pay Schedules
[ 6L Account Costing Analysis

Dept Reports ]

[Juab Costing Analvsis [ Exit ]
[1Employer calculation schedules

[] ©ash breakdown (incl CASH deduction code) [@ Email payslips ]
[ Group scheme schedules

[ Collate reports to PDF {and optionally send as email) =

Use print options menu (preview, print etc) Mone

[] Prampt far printer selection hefore each report is printed Toggle

Message to appear on all payslips

"l

@ After completing Pay Input or Wizards...Quick Pays for all Employees, select Standard
Reports

@ Check the box beside each Report you require to be printed.

@ If you want the printer to pause and give you a prompt message before each Report then
check the Printer Prompt box.

@ Click Run

@ Check all Standard Reports carefully.
If any corrections are required make your corrections in Pay Input, discard the old Standard
Reports output and print a new set for rechecking.

@ When all Input and Reports have been examined and authorised as correct, you can continue

on to Backup and Finishing This Pay.

Each time Standard Reports is selected, the previously saved check box settings are used
automatically, and can be changed as required.

This way, you can easily produce a single Report for quick checking before committing yourself
to producing all the other Reports and finishing off the pay period.

Save Selections will save the current Standard Report selections to be used as the default next
time Standard Reports is selected.
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Backup

The Backup Utility Screen is accessed from the Control Centre and is used as part of the regular
payroll process to protect a copy of your data files. It is always done after Pay Input has been
completed/checked and before the data is updated during the Finish this Pay process.
SmoothPay will enforce this rule so you can easily Restore if you spot a mistake after the pay
has been processed.

SmoothPay Backup Utility

— Backup options

Backup to (O Other drive letter

{(®) Other folder

|ca FE

Free offsite {internet) backup

@ Select Backup.

@ Select the Drive you wish to Backup to, or any of the other options that suit (in this case
we’ve selected to Backup to Other Folder (or a Network Drive), presumably one that is in
turn backed up each day).

@ Select any of the other Backup options you would like to use, such as backing up to a
USB data stick (Other Drive Letter) or using the Free Internet Backup (FTP) option to
SmoothPay's offsite storage, if your system allows.

@ Click on Begin Backup and follow any Screen prompts to insert the USB data stick etc.

@ SmoothPay automatically stores up to 20 backup copies internally, and will prompt to
Restore from an internal copy unless you select otherwise.

@ The internal backup is only as good as the disk on which it is written, and a hard drive
crash may make all data unusable, so it is REALLY IMPORTANT that you have Backups
to a USB data stick, other external media or a Network Drive in case of system failure.
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Restore Data Files Screen

Restore function is accessed from the Control Centre and is used when it is necessary to
Restore files to a previous state (as at the time the Backup was made).

This may be required when you finish a pay before realising an error has been made. Restoring
files from the Backup (done before Finish This Pay) lets you correct your Pay Input before
repeating the process to complete the pay period.

You can also use this function to test a Backup from external media or other archive, without
actually restoring the data it contains, to ensure it is not corrupted.

Restore SmoothPay files from Archive [or email Archive)

— Restore options
=) Email it
Festore fram external media or other archive

(%) Restore fram internal archive

DATAZIP 14Mar1 315

DATAOOT 23Jan13 14:41:56

DATAOOZ 22Jan13 13:40:50
DATAOOZ 2TAUGT12 17:24:38
DATAOO4 2TAUG1217:22:18
DATAOOS 2TAUGT12 17:19:08
DATAOOG 27AUG12 17:17:50
DATAOOY 2TAug1217:17:02

W

WARMIMNG: This is MOT part of the normal pay process. Ifyou are in
doubt please call the HelpDesk,

Restaring will replace the current SmoothPay data with the payroll data
stored in the selected hackup archive, and any processing done since
that archive was created will be [ost.

The archive will be tested to ensure that the backup contents are

reliable. vouwill then hawve the option of performing a live restore from
the tested archive.

@ Select Restore.

@ Click on Restore from internal archive and highlight the internal backup image (or from
external media or other archive).

@ Select Run. Insert the correct USB data stick (if required) when requested.

@ The archive will be automatically verified before any attempt is made to overwrite your
current data files with the archived data.

@ Once complete, correct or re-enter payroll processing and complete the pay period
processing as you would normally, ie run Standard Reports, Backup and Finish this Pay.
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Rebuild Files
Overview ]

This function is provided to rebuild the file indexes and to remove any deleted records.

Rebuilding the file indexes is prescribed where (typically) the system has crashed or shut down
due to a failure.

This procedure is performed automatically in these circumstances, and also when a Software
update is supplied.

The Rebuild also ensures that data is accessed correctly and as quickly as possible.

This procedure should be run if you experience other file error problems. In serious cases you
will need to Restore your files from a recent Backup.

If you require further assistance, please contact SmoothPay HelpDesk.
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Finish this Pay

This Screen is accessed from the Control Centre and is the final step in the regular payroll
process.

The procedure updates files, produces a direct credit file for electronic transfer (if required), and
sets the next pay Period End and Pay Day dates.

E
Finish Pay Period

Current period ends _gﬂ!ﬂﬂZUW : Current pay day 20!g1!2010
[| This entire pay is an exira (out of cycle) pay l Exit l

Suggested dates for your NEXT pay cycle
Mext pay period ends 2%:61&610 ' Mext pay day |2TJ'U1!2IIJ1EJI

[Tl Clear messages added to employee payslips
Printer prompt required before printing reports (choose printer)

Prior to running this procedure, you should have done the following:

Entered all Pay Input.
Printed and checked Standard Reports.
Backed up your Data Files (enforced by SmoothPay).

Once you are sure that Standard Reports have been completed and are correct, and a
Backup has been completed, Click on Finish this Pay.

Check that the new pay period ending and pay day dates are correct - make any
amendments if necessary.

Select Run.

If you are sure everything is OK, answer ‘Yes’ to the prompt to confirm the updating of
Employee records and close the pay period.

Check the Reports and direct credit schedule (if there is one).

Note: If any errors have been found after Finish this Pay has been completed you will
need to Restore to your Backup (made prior to Finish this Pay), amend the errors and
reprocess the pay.

Copyright © 2014 SmoothPay Limited, PO Box 20019, Palmerston North 4448, New Zealand
Phone: +64 6 3536462 Fax: +64 6 3536717 Email: helpdesk@smoothpay.co.nz web: http://www.smoothpay.co.nz Page 39 of 48


mailto:helpdesk@smoothpay.co.nz
http://www.smoothpay.co.nz/

Next Pa: Period Endin: I

The next pay period ending date is automatically set according to the pay cycle of the next period
cycle that is due for payment.

If the next pay period ending date displayed is not correct, you may set it before choosing Run.
Note: The pay period ending date may also be set by clicking the yellow bar displayed at the
bottom of the Control Centre Screen which displays the current period dates or in the Company
Setup Screen.

Next Pax Dax l

Pay Day is the actual day that the pay is paid into Employees’ bank accounts.

This is the date used for tax purposes.

Example: If the Pay Period finishes 30 March but Pay Day is 2 April, this pay will be included in
the new tax year.

Automatic Production of IR345 and IR348/349 I

SmoothPay checks to see if the next pay day is in the next tax period and, if so, prompts you to
produce the IR345 and IR348/349 schedules.

If it's the end of the tax year, you’ll also be prompted to produce the end of year reports.

You can also produce these any time after the end of tax year from Reports...IRD Schedules.

For direct submission of IR345 and IR348 reports to IRD website refer to irFile on
Documentation in the SmoothPay website.
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Create PDF documents from any report (& optionally email)

SmoothPay provides the means to Export any report as a PDF (Acrobat reader format), and
many other formats (such as Excel, Word etc) and to optionally send the file produced as an
email attachment, to Employees, Managers, the HelpDesk etc.

This is accomplished using the "Export" option on the Report Destination Options dialogue
displayed when any Report is produced.

Report Destination Options

Holiday Leave Liability Report
Select how you wwant yvour report produced.

EPreyiew ﬂ[ErinhExit“ Browse ” Design :[ Export l: Exit ]

[ Prampt for printer selection or number of copies pewre repuris printed
[Isuppress detail fview or print totals anly)

The Export facility also provides an option to email the resulting file, and intelligently applies rules
to determine who the Report should go to (a Report for a single Employee will typically use the
Employee’s email address if there is one, otherwise it'll use the Company email address). You
have the option to change the email address before it is sent, and have control over how Reports
are sent (via your email client or direct using SMTP) in the email configuration Screen (see
below).

Note: Word DOC and Excel XLS files will only work properly if these applications are installed
on your computer. If they are not installed, you can still generate compatible files (using the RTF
option for Word Processing documents and Raw XLS option for spreadsheet documents). In
general though, the default PDF option should be used for the best presentation and portability.
The Acrobat Reader Software is freely available and can be installed free from the Adobe
website.

I's also really handy if an Employee needs an Earnings Certificate urgently - just email it.

Run the Report you want in the usual way
In this example we’ve selected a Leave Liability Report from Reports...Leave Reports.
The Report Destination Options dialogue is displayed:

Report Destination Options

Holiday Leave Liability Report
Select how you want your report produced.

EPreyiew §HErint+Exit” Browse ” Design ” Export ” Exit ]

[C]Prampt for printer selection or number of copies befare report is printed
[C]Suppress detail (view or print tatals onld

Choose Export and the following Screen will be displayed:
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Export Holiday Leave Liability Report

Exponrt format

(%) PDF document
(O DOC Word document (ahsolute layout-requires Word)

(O DOC ward document (flow layout-requires Waord)
() RTF document (absalute layout)

() RTF document (flaw layauty

() ¥LS Excel document

() ¥LS Excel fraw dats export only)

() THT Plain text document

(Y HTML document

(O HTML Document with included graphics
() ¥ML document

(WML document (raw data expart anky

() C8V Comma separated values

() ¥FF document (internal viewer format)

[ view after export (using default viewer for file type)
[ 5endfile as an email attachment

Filename CAWINPAYACOMPANY .00 spoolllirep. pdf

Note: Take note of the Filename (destination) of the file that will be created, particularly if
you are not wanting to email it, but wish to refer to it later.

If you wish to email the file, click the "Send file as an email attachment" box, then click on the
Export button.

The Report will be converted to PDF (in this example), then the following will be displayed:
é Email export file lzj

Email to:
S |

You can choose OK to accept the email address displayed (or change it first), or Cancel to
prevent the file being emailed anywhere.

Assuming you wish to email the file, choose OK.

d email message

Ta: |matt@pruc0mp.c0.nz |

Subject: |HOIidayLea\re Liability Repart | Cancel
Holiday Leave Liability Report Export File Configure

attached.

~

o=

w

Attach: |C:lWINF'ﬁYﬂCOMP.&NY.DUSISFJDDIIIIrep.pdf |

You can type any message to go with the default text (Report Title information), then choose
Send or Cancel.

Refer to the Email Setup notes below for configuration options.
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The Standard Reports Screen provides for the aggregation of all selected Reports (including
Payslips) into a single PDF document, and optional emailing of the document to any Recipient.

This is particularly useful for sites who are processing payroll on behalf of another Company or
Branch and wish to print Payslips and print or check Reports at the destination instead of in-
house, or simply to provide an archive copy. You need to move it somewhere safe so it doesn’t
get overwritten by the next payroll process.

See below for a worked example.

In the Standard Reports Screen, after entering or importing all Pay Input for the Pay Period:

Standard Reports for current pay period ending 28/04/2014

[¥] Pay Input Audit Trail

[ Payroll Summary Save selections
[JPayslips (including staff with email addresses) Options...
[Jalowance, Deduction and Net Pay Schedules
[ &L Account Costing Analysis B RS
[JJoh Costing Analysis Exit

[l Employer calculation schedules
[JCcash breakdown (incl CASH deduction code) @ Email payslips
[ &roup scheme schedules

All
[ Zollate reports to POF {and optionally send as email

Uge print options menu (preview, print ete) Mone

[ Prampt far printer selection hefare each repart is printed Toggle

Message to appear on all payslips

G it

Tick the "Collate Reports to PDF" option, then Run Reports.

After all selected Reports have been "collated" into a single PDF document, the option to Email
them is offered:

! £ Email export file

Email bo:

You can choose OK to accept the Email address displayed (or change it first), or Cancel to
prevent the File being emailed anywhere.

Assuming you wish to email the File, choose OK:
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Send email message

To: |man@procomp.co.nz | m
Standard Reports for Period Ending 1QIDEIQDDS| Cancel

File attached for printing/checking : Configure

Subject:

é
|
— SMTF
Attach: CaINPAY NS OMPANY 00 Nspoohreports. pdf Clignt

If the file exceeds a certain threshold, and your preferred method of delivery is via SMTP rather
than your workstation email client, the following message would be displayed:

Large File Attachment Warning

92 The size of the file attached to the email message is 82544 bytes and will take approx .3 minutes to send by modem,
V or .1 minutes to send by broadband {on & good day)

Would you like to pass it to your PC email client outbox instead?

[ es ] [ Mo

In this case, answer No, but you could pass the file to your workstation email client if you wish,
especially if the file is very large (more than 1MB).
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Email Setup
Procedure |

In order for SmoothPay to send reports, data and feedback etc by email, you need to make sure
that your computer has a working internet connection and optionally a working email client
installed such as Outlook, Outlook Express, Thunderbird, IncrediMail etc.

SmoothPay uses your email client by default, but if you don’t have email installed, or it’s not
configured properly, it won’t work.

If you don’t have a working email client but still have an internet connection, don’t worry. As long
as your computer is connected to the internet, either directly or via a network, then you can
configure SmoothPay’s email options to send emails without having to worry about an email
client by setting the SmoothPay Email Options in Company Setup...Email Setup...Configure, or
the Configure option on the Email Screen accessed via Export Report to use the SMTP option.
The associated settings such as SMTP server depends on who provides your internet services
(Xtra, TelstraClear, InspireNet, Wave etc). If you need help setting these up you should contact
your IT person.

Methods used for sending emails

Backup, restore and feedback data SMTF (recammended) w
Error messages and logs SMTP {recommended) W
Repaorts and other documents P oemail client v

Sender's email address | matt@smoothpay.co.nz

SMTP settinas (required anly it SMTP options selected above)
BCC all SMTP emails to | copy@smoothpay.co.nz

SMTP server narme sttpinspire.netnz

[JRrRequires lagan to pop semver hefare sending (rarely required)

POP server harme pop3xdra.co.nz
Logon user hame userharne Test smip
Logaon password

Testclient

From here you can also Test that the selected options actually work - an email will be sent to the
HelpDesk, if your test email is received, they’ll respond with a reply email “the test email sent to
SmoothPay was received OK”.

Troubleshooting Email from SmoothPax |

The most likely and common causes of failure are:
* no internet connection available
* anincorrectly configured email client on your workstation (Outlook etc)
» incorrectly configured SMTP server name (if using SMTP which bypasses your email
client)

* internet security Software (firewall) is preventing communication via SMTP port 25 from
your workstation

These problems should be easily rectified by your IT person.

Please refer to the Internet Access Required by SmoothPay Guide from our website for more
information.
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Updating your copy of SmoothPay

Via Internet Connection

PLEASE check our website regularly for updates (we generally release new versions each
month, mostly minor updates, but some very important updates).

If you have an internet connection, SmoothPay can be installed or updated, and you can obtain
the latest documentation directly from our website.

Please refer to the Installing the Latest Update from our website for more information.

Updates can be checked for simply by clicking the "Planet" Icon in the Control Centre Tool Bar:

{4 ¥ e ] >
A - ] i “ i, |_| L
J@’ ﬁ\ (=1 DLI%P L ‘ Demonstration Data I;Lj 7 M J ‘ 1] G.‘
F Y4B rowen, Crystal Fulltime ” Edit Ernplaoves ] +-Your most requested reports
& Clark, Homer +. Pay Period Reports
. . I 1

This will advise you of the current version you are using, then click through to our website home
page where you can check the latest version available:

Horme Downloads Features Purchase Register  Learn  Mewsletters Case Studies  Site Map  Contact  Privacy

QUICK LINKS VWELCOME

=+ Getting Started with SmoothPay . .
Fefting started with SmoothPay Fayroll LATEST GUIDES

couldint be easler - we provide ail the

= Ploving 1o & new computer
s Latest SmoothPay update

Then, simply click the "Latest SmoothPay Update” link, choose Run or Open (or Save then
Open or Run if using Firefox or another browser) to start the Download and (eventually) the
update install wizard will start and apply the update to your copy of SmoothPay.
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Notes and comments

The following extracts from Online Help (F1) cover a wide range of topics, and you should
become familiar with these notes so that you are aware of some of the requirements, operation
and limitations of SmoothPay.

Refer to Online Help for latest information on SmoothPay.

@

Wage/Salary amounts, Allowances and Deductions are entered (normally only once) during
Pay Input. Account, Job, Allowance, Deduction and Bank Account (codes) can be added on
the fly' during Pay Input.

Backup and Restore process data for the currently selected Company only - each Company is
backed up independently during their respective pay processes.

Terminated Employees do not appear on the Employee List in the Control Centre unless this
option has been ticked in Company Setup or the option ticked on top of the Employee List.

SmoothPay will pay any active Employee with entries in Pay Input, regardless of their
payment cycle, unless the Employee’s Pay Input is placed "on hold" by ticking the option
provided in the Pay Input Screen.

This means that you can mix monthly, weekly and fortnightly pays together at the same period
end date without extra processing.

If you select Bank as the Net Pay method (Edit Employee Screen), and no Net Pay entries
(F8) have been made in Pay Input (F5), the Employee’s Net Pay will be allocated to Cheque.
This will be reported in the Issues and Setup Problems Checkup Report.

Cash Net Pays are automatically rounded to 10 cents, unless whole dollar rounding is in
effect.

Overtime entries should have the ACTUAL TIME WORKED and ordinary rate of pay, entered.
SmoothPay will automatically calculate the correct amount of pay.

Holiday, Sick, Special and Alternative (Lieu) Pay Input entries will automatically update Leave
Entitlement records when the payroll is completed.

Before you override the tax calculation, ensure that the number of hours being paid to the
current Employee does not exceed their normal work period.

It may be necessary to override the number of pay periods to have SmoothPay calculate the
correct amount of tax.

Days worked per week is to be loaded in Edit Employee...More...Contract or Edit
Employee...Holiday Setup. SmoothPay will replicate either entry.

Salaried Employees are required to have equivalent hours entered so that Annual Holiday
Pay Act requirements can be complied with - this is not strictly required in the case of
Employees accruing leave in accordance with the Holidays Act (4 weeks).

A reduction in annual salary, or entry of overtime (even though you may not do it for salaried

Employees), may cause the average annual pay rate to be greater than the current hourly
rate.

The Employer has a legal requirement to pay Annual Holiday Leave at the greater of the
average weekly rate or the current weekly rate.
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