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Using this manual

This manual is divided into four sections:

Section 1 - Introduction - provides an overview of the features and capabilities of the
product and outlines the overall structure/architecture of the product. In addition, the
common user interface elements are detailed.

Section 2 - Getting Started - details what happens when you start HRPay for the first time
and outlines the steps involved in setting up a new company in HRPay and the use of the
Setup Assistant. It is recommended that you read this section before creating a company of
your own.

Section 3 - Using the System - provides a complete description of every function and report
in HRPay with step-by-step instructions. The overall structure of the topics in this section is
as follows:

e 0 Supplir | rans.

This function “re-roubes® all transacoon: for a spec + _upplier to ancth Introduction & baCkgrOUnd

mumber. in effect, all redorenoes to @ specified suppher account in the . . .
information about the function or

replaced by a new Supplier 10 rmber. This may bo necessary f a su
gien fwo discrete Supplier 1D Codes and tansackons are divided .

ama supplier. This function may also be wsed if it is decided to give repo rt and |tS use.
seaningful Suppher 10 Code

0

- apoess this function, select Re-direct Suppler Transactions
& Purchases menu. This wil cause the following screen to be disp

0

How the function or report is
started.

ieer Tnansacbioeng - |0 BManbe Dhasge

Drigimal Supgdier i Iil:SI:m
Muone Cleaning S

Change 1o Supplier 00 FIEGAHT

6 What you should see when you
launch the report or function.

Fepan Office: Equi
The Qrfpinil Tupsl ler II'.lllnluI.l. woid Lo il L i\.l.“.l'l_ll“llMlH.ll'.'llh-d A S u m m ary Of th e fl eI d S an d S peC IfIC
« Cllk thi O Bl 1 process the chaagasa the Cincal B 5 carcd ( buttons on the screen.

apoount b created fo which the transactions are iniSally ne-
are coamined, and found 1o be satsfactory, the transactions o
this mesw account b Bhe intended destination account

6 Function-specific notes and
warnings or additional information.

lote:  This cperation should be used with caubon. It is rn:umn'-cnna
Ll

To proceed with the re-direct aparation:

L. Emer the 1D code of the suppler scomnl Bam which Wassacion & 1o
Supplior I0: field s press <Tab>. The lookup Bullon sy bemed o
Enter the 11 conde ol the siuppler scoosil in which die sfsaclions e |
to Supplier I0: fickd asd pres <Talb=. The lookup Bullon may b
e

Ol “iution s move e iansacions, of click the Gamoel bui
Tl
o
i

Section 4 - Getting Assistance - outlines the various resources that are available to help
you in using HRPay effectively.

2

Step-by-step instructions on using
€ the function or generating the report.

The manual concludes with an Index which may be useful in finding a topic.
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1.1

1.2

About HRPay

HRPay is a family of products which provide Payroll and Time & Attendance
functionality for small to medium sized businesses. Unlike other products on the
market, it retains all of the historical information that is entered on a daily, weekly,
or monthly basis and uses this information to provide additional functionality to
the user.

This makes HRPay more than a payroll package. A quick look at the product
features will show that, compared to standard payroll packages, HRPay
automatically handles a multitude of tasks that usually require manual
intervention, or additional software.

As with all Aquila Technology products, HRPay is based on the award-winning
Paradox® database, combined with a native code compiled application, to give
unparalleled speed and functionality in a compact installation.

The six members of the HRPay family are:

Standard Plus
HRPay 5 Single company. Unlimited companies.

Up to 5 employees Up to 5 employees each
HRPay 20 Single company. Unlimited companies.

Up to 20 employees Up to 20 employees each
HRPay 100 Single company. Unlimited companies.

Up to 100 employees  Up to 100 employees each

Upgrading from one product to another is simple. All versions of HRPay are 100%
compatible.

Product Features

The design of HRPay is based on separating the infrequently used functions from
those functions that are regularly used, as reflected in the main menu, shown
below

;fitiHHFay - Time & Attendance + Payroll

File Company People Proceszsing Reportz  Window Help ———

e The File menu is used for opening, backing-up, and restoring a company etc.

e The Company Menu is used to set up system parameters, company details, yearly
calendar, etc.

e The People menu is used to maintain employee records, record time & attendance, and
enter payslips, etc.

e The Processing menu is used to process the payroll and make payments, etc.

e The Reports menu is used to generate reports, make monthly and annual returns, etc.
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e The Help menu provides access to this help file, and the various Task Assistants.

The general features of the functions contained in these major groupings are:

e Setup Assistant to for step-by-step help in setting up.

e One-click backup and restore of all HRPay data.

¢ Single company for all employees.

¢ Encrypted database for maximum security.

¢ Automatic handling of Disability Benefit.

e Automatic taxation of taxable benefits (BIK).

e System validation of tax-free deductions.

e Customisable fiscal calendar.

¢ Versatile net pay rounding.

e Automatic processing of fixed and flexible holidays.

o User-defined Overtime & Shift rules.

e User-defined Holiday & Absence rules.

¢ Built-in editable PAYE & PRSI Tables.

e User-defined Pension & PRSA parameters.

e 6 types of voluntary schemes.

¢ Full-history employee records with "drag 'n' drop" editing.
¢ Individual personal calendar for every employee.

e Timecard recording with automatic calculation of overtime, etc.
¢ Full integration from calendar to timecard to payslip.

¢ Full history of timecards and payslips.

o Automatically generated payslip with user over-ride.

¢ Instantaneous, and simple, net to gross calculation.

e Automatic accrual and consumption of flexible holidays.
e Up to 10 voluntary deductions per employee.

¢ 'On the fly' payslip processing.

¢ Choice of fully formatted plain paper or preprinted payslips.
¢ Full password controlled access on a per function basis.
e Batch processing of payslips for all employees.

e Automatic selection of EFT payments to bank.

o WYSIWYG Payslip previews.

e Cheque printing with customisable layout.

e Bank giro printing with customisable layout.

¢ Coin & note analysis for cash payments.

e Records payments to Revenue and pension schemes.

¢ Prints directly to P35, P60, etc.

¢ Fully compatible with ROS P30, P35, P45(1), P45(3), & P46.
e Comprehensive report set including CSO EHECS return.
e User-defined reporting periods.

e Reports to screen, disk file, or printer.

¢ Full lookup facility on employees, codes, etc.

¢ Validation of all user inputs.

e Help prompt on all inputs.
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1.3

Popup help for all entry fields.

Context sensitive help for all functions & reports.

Link to Card Reader for automatic data entry.

Task Assistants for weekly, monthly, and year-end tasks.

User Interface Design

All of the inquiries, transactions, and reports in HRPay use a common set of tools
for navigation, editing, etc. This consistency in the presentation of the user
interface is intended to reduce the amount of time taken to become familiar with
the operation of the system. The system-wide button bars and navigation aids are
shown below. To learn more about the function of any of these screen elements,
click on the relevant portion of the graphic.

Transaction & Inquiry Buttons.

All transaction and inquiry screens have a button bar at the top of the screen. The
number of buttons on each screen varies, but the majority of screens will have a selection
of the buttons shown below.

8|02k 20 & ¥ X SERE 25 2]2)

The Close button close the window if the record is not in edit mode.

The First button displays the first user or employee record.

The Prior button displays the previous user or employee record.

The Next button displays the next user or employee record.

The Last button displays the last user or employee record.

The Add button adds a new employee, user, or provider record.

The Delete button delete the displayed record if deletion is allowed.

The Edit button puts the displayed record into edit mode. This happens automatically in the majority of
screens.

The Cancel button cancels any changes which have been made to the displayed record.

The Save button saves any changes that have been made to the displayed details.

The Pay It! button is used on the Payslip Entry screen to process an individual payslip.

The Payslip button is used on the Payslip Entry screen to view the current payslip.

The Print button is used to preview report which can then be printed.

The Layout button is used to change the layout for cheques and giros.

The Help button displays the context-sensitive help topic for the screen or dialog.

The Explain button puts the screen into popup help mode so that popup help can be shown for items on the
screen.

On screens where the Explain button is not displayed, the 21 putton in the title bar of the
window is used.

Report Buttons.

All report screens have the following tool bar.

tio: SEE@ B X |

The T-Square button reduces or magnifies the report preview.
The Open Folder button opens a saved report.
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The Floppy Disk button saves the displayed report to disk.

The Printer button sends the report to the printer.

The Binoculars button allows you to search the report for a word, phrase, or value.

The Help Pointer button shows a help topic for those reports that do not have a report dialog.
The X button closes the preview screen.

Report Selection Criteria Screens.

All but the most basic of reports need to have parameters specified before the report can
be generated. The selection criteria screen, which differs from one report to another, is
used to enter the report parameters.

Altendance

&=

From D ale: IE]].-'UHE‘IIB hd
To Date: 2905/2003 =
From Emplopee: E'Iﬁ Q

To Employes: Em_g

Drop Down Lists.

Whenever a value for an entry can be looked up, a lookup button, like this ﬂ or this =/
will be displayed next to the entry field. This can be used to select an entry from a drop
down list, as shown below. The F2 key can also be used if the cursor in the relevant field.

001 _; "w'iliam b organ _.;l
002 : Chares: Manci
(03 : Angelna dCowrcy ;I

Double-clicking any entry causes it to be selected.
Dropdown Calendar.

All date fields can be completed by selecting a date from a dropdown calendar, as shown
below.

n January 2003 u

Mo Tue wed Thu Fi

ae 2 3 4 5
E 7 & 49 W0 N 12
13 14 15 16 17 18 13
A AN 2 B M N X
2@ 29 ;| :

ap: 30/05/2003

o Clicking on the left arrow button causes the calendar to change to the previous month.

o Clicking on the right arrow button causes the calendar to change to the next month.

o Clicking on the name of the month causes a list of months to be displayed, from which a month can be
picked.
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« Clicking on the year reveals a "spin-button" which can be used to change the year.
e Clicking on a date in the calendar causes the date to be selected. Clicking on the red circle at the bottom of
the calendar causes the date to be set to today's date.

Note also that date fields are made up of three elements which can be individually
selected by using the left and right arrow keys and then changed by using the up and
down arrow keys.

Sidebar Menu.

All of the items that can be selected from the menus, can also be selected from a
Microsoft Outlook style vertical menu, as shown below.

& HRPay - Time & Attendance + Payroll

®
TR
el
Run Payroll

Print Payslips

=
- 1

Print Chegues
r“:r-.-..‘
E&

Cazh Papments

E—1
Print Bank Giros

Clicking on any of the graphic images in this menu launches the associated transaction,
inquiry, or report. Clicking on the title bars expands and collapses the individual sections.
The menu can be hidden by clearing the Show Sidebar Menu entry in the Options
menu.
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1.4 To Xp or not to Xp
On systems running Microsoft Windows XP the visual appearance of many older
applications is degraded by the use of the desktop themes feature. However,
HRPay will automatically adapt to the themes used by Windows XP and adjust its
settings and colours to the "look and feel" of the selected desktop theme.
If you would prefer to have HRPay display itself in the more conservative colours and
settings of Classic Windows, as used on previous implementations of Microsoft Windows,
proceed as follows:
1 Right-click the HRPay iconin the Start menu or inthe All Programs menu. Thiswill

display apopup menu.
2. Click the Properties entry in the popup menu to display the HRPay Properties dial og.
3. Click the Compatibility tab to view the current settings for HRPay.
4, Inthe Display Settings panel, set the checkmark inthe Disable visual themes
checkbox.

5. Click the OK button
You will see the effect of the changes the next time you run HRPay.
Note that the Help file for HRPay is managed by Microsoft Winhelp which does not make
use of the desktop themes.

1.5 Terms & Conditions of Use

Agreement

Your use of this software indicates your understanding and acceptance of the following
terms and conditions. This license shall supersede any verbal or written statement or
agreement to the contrary. If you do not understand or accept these terms you must
cease using this product immediately.

Copyright

HRPay is copyright © 2003-2007 by Aquila Technology and, as such, is protected by
European Union copyright law and various international treaties. This software product
and documentation may not be copied, photocopied, translated, or reduced to any
electronic medium or machine readable form, in whole or in part, without prior consent in
writing from Aquila Technology.

Disclaimer

This product is provided as is, without any representation or warranty of any kind, either
express or implied, including without limitation any representations or endorsements
regarding the use of, the results of, or performance of the product, its appropriateness,
accuracy, reliability, or correctness. The entire risk as to the use of this product is
assumed by the user and/or licensee. Aquila Technology does not assume liability for the
use of this product beyond the original purchase price of the software. In no event will
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Aquila Technology be liable for additional direct or indirect damages including any loss of
profits or other incidental or consequential damages arising from any defects, or the use or
inability to use the software, even if Aquila Technology has been advised of the possibility
of such damages.

Restrictions

You may not use, copy, modify, translate, or transfer the software, documentation, or any
copy except as expressly defined in this agreement. You may not attempt to unlock or
bypass any licensing algorithm utilized by the program. You may not remove or modify any
copyright notices.

The evaluation version of this product may be freely distributed, subject to the above
restriction, provided that the complete set of unmodified evaluation files are included in
such distributions.

Back-Up Copies

You may make one copy of the software solely for "back-up” purposes. The backup copy
must include any copyright notices contained in the original.

Licence Transfer

You may transfer the product to another party only if the other party agrees to all the terms
and conditions of this agreement. You must advise Aquila Technology of any licence
transfer and the purchaser must apply for a new registration code. If you transfer the
program you must at the same time transfer any documentation and the back-up copy, or
transfer any documentation and destroy the back-up copy. You may not retain any portion
of the program, in any form, under any circumstance.

Terms

This license is granted in perpetuity and is effective until terminated. You may terminate it
by destroying the software, the documentation and copies thereof. This license will also
terminate if you fail to comply with any terms or conditions of this agreement. You agree
upon such termination to destroy all copies of the program and of the documentation, or
return them to Aquila Technology.

Other Rights

All other rights not specifically granted in this licence are reserved by Aquila Technology.
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2.1  Running HRPay for the first time

When you first run HRPay, you are given the choice of opening a sample company
or starting a new company. The sample company allows you to experiment with
settings and try out the various features of the product. It can also be used as a
training tool and a test system. If you are unsure of the operation of any function,
you can experiment with that function in the sample company, rather than running
the risk of corrupting your "live" data.

Starting HRPay

To start HRPay, click the HRPay item in the Programs section of the Start menu. The
initial registration screen will then be displayed.

If you have already received your personalised "unlock" code, you can click the Register
button to proceed to the Registration Details screen and complete the registration.
Otherwise, you should click the OK button to clear this screen. The system can be used
for a maximum of 30 days as an unregistered product.

The Open Company screen is then displayed.

Dpen Company HE

D@E[&d[ 2| |

e Each company, except the sample company, is associated with a tax year. This is shown in the Year
column.

o Double-click on the company name to open a company.
o Clickingthe Open button also opens the selected company in the list.

Opening a Company.

Initially, you have the choice of working with a sample company for practice and
familiarization, or you can start immediately with the setup of your own company.

1 Select the company that you want to open in thelisting.
2. Click the Open button, or double-click the selected company.

If you wish to experiment with the sample company data, you should read the Using
HRPay topic for further information on the various functions and reports.

If you would prefer to start setting up your own company data immediately, go to the
Setting up your company topic for details on how to do this.
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2.2

Setting up your company

When you are ready to set up your own company, use the Open Company entry in
the File menu. This will open an empty set of data files. In fact, not all of the files
will be empty because the System Calendar and PAYE & PRSI Tables are set up
for the current year, and the parameter tables have default values, but there will be
no employee or company-specific information until you add these details. Before
you can begin to use HRPay for your own business, some essential information,
such as rules & parameters, company details, employee details, etc. needs to be
provided. This section details the general steps required to set up and configure
the system.

If this is your first time opening this company, or the setup procedure has not been
completed, the Setup Assistant will be activated to guide you through the setup
process. This will automatically launch the functions which need to be completed
to set up your company. These are presented in a step-by-step sequence to "walk
you through" the process. As you complete each step, the next step in the
sequence is presented, until all tasks have been completed.

The Setup Assistant can also be called up, at any time, by selecting the Setup Assistant
from the Help menu. This causes the main HRPay window to resize so that the Setup
Assistant window can be viewed at the same time, as shown below.

Esit | Hide Satup Aesistant|
Setup Actions

To setup HRPay for the first time, various
parameters must be defined, and delals of

- thee coompany ancd the employses mes be
ol ertered, By lollawing lhe Enks ghven below,
thes redervant dialogs can e launched in
HEPaywhich will bake you throwsgh the s&up
process from beginning to end. These steps
iy should be completed in the sequence shown
Borey

B et First Doy oof Wiorkineg Wisek

| Setup the Systen Parameters

B Erter the Comgany Dedails

2ensionteaith Ins, Froviders

. M’.-—-L_p.r"

In summary, the steps which required to set up a company are as follows:

1. Set the first day of the Working Week - Sunday or Monday.
2. Setup the various System Parameters:

° Configure the System Calendar.

o Define the Overtime & Shift Rules.

° Define the Holiday & Absence Rules.
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o Define the Pension & PRSA Rules.

Set up your Company Details - Name, address, bank, miscellaneous rules.
Set up the Pension, PRSA, & Health Insurance provider details.

Set up the Employee Details, or import from Revenue disk.

Setup the Employee Calendars - holidays, etc.

Define User Access rights.

Nooko

The first setup step and the import from a Revenue file can only be completed using the
Setup Assistant. All remaining steps can be completed using their associated functions.
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Once you have set up HRPay and entered the details of your employees, the
ongoing use of the system is very simple. In essence, there are tasks that you
might complete every day, tasks that you should complete every week, and tasks
that you must complete every month.

When you reach the end of the year, there are annual returns to be made and you
need to install the files necessary to start another year.

Daily Tasks

Although not absolutely necessary, if you get into a routine of entering start and finish
times for each employee on a daily basis, the information is likely to be more accurate and
the weekly workload will be greatly reduced. This is done using the Timecard Entry
function

Weekly Tasks

If you have employees who are paid on a weekly or fortnightly basis, payslips need to be
reviewed, processed, and paid. The process can be visualised as follows:

Enter Timecards >> Review/Amend Payslips >> Process Payslips >> Pay
Employees

To help you with this activity, the Weekly Task Assistant can be called up from the Help
menu and you will be taken step-by-step through the tasks.

Monthly Tasks
Despite what you might think, payslips for monthly-paid employees are processed as part
of the weekly tasks. Of course, they are only processed once every 4/5 weeks. This
means that the weekly tasks must be run at least once each month, and this must be
done before completing the monthly tasks. The monthly tasks are more concerned with
reporting, i.e.

P30 Return >> P30 Payments >> Scheme Returns >> Scheme Payments

To help you with this activity, the Monthly Task Assistant can be called up from the Help
menu and you will be taken step-by-step through the tasks.

Yearly Tasks

At the end of the year, you will have to make Revenue returns, issue P60s, and get your
system ready for the beginning of the next tax year. As the end of the year is also the end
of the month, the monthly tasks must be completed before tackling the yearly tasks.

P35 Returns >> P60 Printing >> Install Updates >> Setup New Year

To help you with this activity, the Year-end Task Assistant can be called up from the
Help menu and you will be taken step-by-step through the tasks.
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3.1
311

3.1.2

File Menu
Open Company

If you are working with the multi-company version of HRPay, you may have a
number of active companies and this function is used to switch between
companies. In the single-company version of HRPay, this function is used to
switch between the sample company and the active company.

In either case, as you add annual updates, the company data for the previous
year(s) can be retained and you can view an employee's historical details, using
this function.

To open a company select the Open Company item in the File menu. This will cause the
following screen to be displayed.

Dpen Company HE

U@Ec?;dﬁl

Reefiabe Products phe

Note that the companies are identified by Tax Year

To open a company:

1 Select the company that you want to open in thelisting.
2. Click the Open button, or double-click the selected company.

Any screens that were open prior to opening a company will be closed before the selected
company is opened. However, if a screen is in edit mode, you will be given the choice of
saving the changes, cancelling the changes, or cancelling the opening of the selected
company.

Create Company

If you are working with the multi-company version of HRPay, you can have up to
999 active companies in any tax year. These companies are added using the
Create Company function.

To add a new company, select the Create Company entry from the File menu. Thiswill
cause the screen shown on the following page to be displayed.
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3.1.3

Create Company Bm

& el | &

Company Hame: |
Tax Year: 2003 -

R
Open company when created ird Bl

o The Company Name field is used to enter the name of the company to create, as it should appear in the
Open Company dialog.

o The tax year for which the company is being created must be entered in the Tax Year field .

e The newly-created company is automatically opened when this screen is closed if the checkbox is ticked.

Because all of the details of the company are entered after the company has been added,
the actual creation of the company is very simple:

1 Enter the name that you want to use for this company in the Company Name field. Thisis
what will be listed in the Open Company dialog and should be a distinct name that will
alow you to identify which company it refersto. Thisfield isrequired.

2. Select the year for which the company isbeing created inthe Tax Year field. Itisnot
possibleto create a company for afuture year - this can only be done when the update for that
year isinstalled.

3. If you wish to open the newly-created company when you exit this screen, tick the Open
company when created checkbox.

4. Click the Create button. A message will then be displayed to confirm that the company has
been created.

When a new company is created and opened, the Setup Assistant is automatically
launched to take you through the setup sequence.

Note that each company uses just under 400Kb of disk space initially. However, this
increases significantly as employees, timecards, and payslips are added. A conservative
rule of thumb would be to allow the following disk space for each fully populated company:

HRPay-5 HRPay-20 HRPay-100
3Mb 11Mb 50Mb

Backup Data Files

It is extremely important that payroll information be protected from loss. Apart
from the difficulty of trying to recreate lost records, there are legal and compliance
requirements which dictate that you maintain accurate and complete records.
When this information is maintained on a computer, it is essential that the
information is backed up, or archived, in a secure location. In the event of a
system failure, such as a disk crash, the information is then available to be
restored to the repaired computer, or to a replacement system.

Prudent management of business data suggests that a backup should be carried out at
least once per week, or once per day if a large amount of transactions are processed on a
daily basis.
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To backup the data files for the company that is currently open, select the Backup Data
Files option from the File menu. This will cause the following screen to be displayed.

Backup Data Files EHE i
]
= &
Close Temelel| (9] 2]
Source Files for Backup Destination and Options for Backup
D\PayeolGRL cb =]
5P agrodh O T Rubes DB @ g
D:\Pagroll\P30Fde. DB | Compression Level 5 Gave File Details
D: AP syrolh P 30F e P & Mone £
[ \PaprodhP35Fie. DB  Set Archive Flags
D:WPagrodh PI5File i i~ Standard
D\ ayroll F45Fpl éb Backup Mode
[ \PayeolhPayRules DB " Fastest  Full
D: AP apvolf Pl asber. db -
i _'l_‘ " Maximum " Incremental
Statuz - —
ER e 0 File{s] Compression %
af
56 Saved
Fieady 1o backup data fles o Reliabls Products ple:

The panel on the left shows the files which have been selected for backup for the currently open company. File
path information is stored in the backup file in order to allow a subsequent restore to be automatically made to
the same directory.

The Destination field is used to specify a disk drive, directory, and backup file name. If the backup is being
done to a floppy disk, the blank disk MUST be inserted before starting the backup operation.

The Compression Level radiobuttons are used to choose the type of file compression to use, if any. Using
compression results in a smaller backup file size and requires less disks. Compression is recommended
because of this.

If the Save File Details checkbox is checked, the backup file stores details of all the files in the backup. This is
used by the restore function to allow a preview of the archive before deciding to proceed with a restore.

If the Set Archive Flags checkbox is checked, the file is "marked" as having been backed up. This is used with
incremental backups to ensure that only those files which have changed since the last backup are included ina
subsequent backup. This has no effect if the backup mode is "Full".

When Full Backup Mode is selected, all files are included in the backup, whereas, when Incremental mode is
chosen, only those files which have changed since the last backup are saved.

The pie chart shows the degree of compression achieved. The light blue section shows the percentage by
which the files have been compressed and the dark blue section shows the final backup file size as a
percentage of the original size. If no compression has been selected this diagram is meaningless.

To backup data files simply insert a blank disk in the A: floppy drive and click the Backup
button. If more than one disk is required, the system will prompt for additional disks. On
networked systems, it is less time-consuming and convenient to backup to a server. This
can be done by specifying the path to the server in the Destination edit box.

Some features of the backup can be customised:

1.

2.

File compression can be turned off or, if compression is used, it can be set to normal,
fast, or maximum compression. The difference is not significant in many cases.

File details can be stored in the backup archive and this is recommended as it is
useful information to have when doing a restore.

The Archive flag can be set on all files which are being backed up. This "marks" the
file as backed up and, if incremental backups are being performed, it will not be
included in future backups unless it has been modified.
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4. Incremental backups can be chosen, which only back up files which have been
modified since the last backup. This saves time and space but it can be a real pain
recovering a database which has been backed up in this manner. Typically, users of
incremental backups perform a full backup once a week and perform incremental
backups daily. Note that to restore a database the last full backup would have to be
restored and then each incremental backup since then would have to be restored "on
top" of the recovered files.

There are basically two situations where incremental backups make sense:
e The large size of the database makes daily full backups too time-consuming.
e A weekly full backup provides adequate protection and daily activity is small.

The size of the HRPay database is relatively small and the major changes to the data tend
to happen at weekly intervals. For this reason, we recommend a full backup after each
weekly payroll is processed.

3.1.4 Restore DataFiles

Fact: All computer-based systems fail at some point. It may be as a result of
human error, power interruptions, natural disaster, or simply because they have
reached the end of their useful life. Whatever the reason, it will be necessary to
restore data to a functional system.

If backups have been carried out regularly, recovering business data is a relatively simple
task. The Restore function in HRPay is designed to recover the necessary data files when
required. To access this function select the Restore Data Files option from the File
menu. This will cause the following screen to be displayed.

Reztore Data Files EE
Sz |
Restore Files From: Archave title:
| &= c: ] =1 |ReSable Products ple 17/06/2003

Content:
56 filez, 276 KB tolal

\payrolicompare.db from 16/05/2003, 4036 byte :ﬂ
dpagrodhcgl db from DB/03/2003, $096 butes
- paproliededuct db fom 14/06/2003, 4095 byte:
d \paprolhededuct px from 14/05/2003, 40596 bytes
mmnma.mmmmmmmwﬂ
[

 Reztore mode
& Al | Exitting
" Mo Dverwrite " Exigting Mewer
" Hewer
" Restore path
= Driginal path [ovemwrite onginal files)
™ Other path:
| ™ Reslore vl path - |
" Status 0 File
File i -
File in progress e
0 Restored
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e The RestoreFiles From field is used to specify the disk drive which contains the archive which is to be
restored.

o Thepanel below this field is used to specify the folder which contains the archive which is to be restored.

o Thepanel belowthis shows the archives which are available. By selecting an archive, the title and contents are
displayed in the relevant fields, provided that this information has been saved.

e The ArchiveTitle is automatically generated from the company name and the date on which it was backed up.

e The Content field shows summary information about the content of the archive, provided file details were
saved as part of the backup process.

e This panel below this field shows the files stored in the archive, provided file details were saved as part of the
backup process.

e The Restore Mode radiobuttons determine what should be restored from the archive. (see below)

o Ifthe Restore Path is set to Original Path, the files are restored to the directory from which they were originally
backed up.

o [fthe Restore Path is set to Other Path, the files are restored to a directory chosen by the user using the field
and lookup button in the panel.

o |[ffiles are being restored to a new directory, the Restore Full Path checkbox allows the original directory
structure to be replicated within the new directory.

To restore data files for a company:

1. Select thedisk drive which contains the backup archive in the Restore Files From field.

2. If necessary, choose the folder which contains the required archive in the directory listbox
displayed on the centre | eft-hand side of the screen. A list of available backup archivesisthen
displayed in the list box below this.

3. Click therelevant archiveto verify the contents. If file details were saved with the backup, the
Archive Title field and Content field and list box will show these details.

4. If required, choosetherestore mode by clicking the relevant radiobutton in the Restore
Mode panel. Thechoicesavailableare:

All - Restore all filesin the archive.
No Overwrite - Only restore fileswhich don't exist in the target directory.
Newer - Only restore files which are newer than those in the target directory.
Existing - Only restore fileswhich already exist in the target directory.
Existing Newer - Only restore fileswhich already exist, and are newer than those, in the
target directory.
In most cases, there will be no need to alter this setting and all files will be restored.

5. Themost common restore operation will beto restore the filesto the directory from which they
were originally backed up. In such cases, the Restore Path should beleft asis, i.e. the
Original Path radiobutton should be set.

Setting the Other Path radiobutton enables the field, lookup button, and checkbox below this,
allowing an alternative path to be specified. If the Restore full path checkbox is checked, the
original directory structure saved with the backup will be reconstructed within the newly
specified directory. Thisfeature can be used to verify theintegrity of abackup archive.

6. Click the Restore button to start the restore process. The status panel at the bottom will then
show the progress of the restore operation.

© 2003 - 2007 Aquila Technology



File Menu 23

3.1.5 Register HRPay

After HRPay is initially installed it runs in evaluation mode and must be registered.
When you receive your "unlock" code for HRPay you can register your copy of the
software by entering your registration details. The entry screen for this procedure
may be accessed by clicking the Register button on the initial warning screen or
by selecting the Register HRPay entry in the File menu.

This will cause the following screen to be displayed:
Product Registation @[}
HRPay

by Aquila Technology

Touegister, send a cheque o mmﬁm.mm:
your name, company name, address, and senal no. o

s Technology,
49 Tux Uizca,
Merkn Park,
Giahway, bieland
Email inlo{@aqulslechnolagy. com

Wi wll then send wou suppoit wlcemation and e
passwced which pou need o register this peoduct.

oty & .
AN [

///{v{ﬁ;ﬁ/ Sl

7 Heb | o Regster H X Ext

e The name entered inthe Name field will be displayed as the registered user in the About panel when the
program is registered.

e The name entered inthe Company field will be displayed in the About panel when the program is successfully
registered.

e The Password field is used to enter the unlock code which is supplied by Aquila Technology to unlock the
software. This code must be entered exactly as supplied.

 Whenthe Register button is clicked, the system will validate the unlock code and enable the software if the
correct code is entered.

To complete the registration process:

1. Enter your nameinthe Name: field and press<Tab>.

2. Enter your company, or trading namein the Company: field and press<Tab>.
3. Enter the"unlock" code, exactly assupplied, inthe Password: field.

4. Click the Register button.

A confirmation screen will then be displayed indicating that your registration has been
successful.
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Registration Errors.

There are a number of conditions under which an attempt to register or use HRPay will fail.
If you do not receive a confirmation that the registration has been successful, it could be
for one of the following reasons:

Wrong Password.

An attempt to register HRPay may result in a message stating that the registration process
failed because the password was not valid. This simply means that you have entered the
password incorrectly, or you have received the wrong password for your system. If you are
sure that you are entering the password exactly as supplied, the probable cause of the
problem is that the password in not valid for your installation. This may happen for two
reasons:

1. The registration password is unigue to the computer on which the software is
installed. If the software is moved to another computer, you must apply for a new
registration password.

2. The serial number of the installation was not correctly specified when the registration
details were supplied to Aquila Technology.

Exceeded Maximum Registration Attempts.

If more than five attempts are made to register HRPay using an invalid password, the
software is automatically disabled. The only solution to this problem is to re-install the
application.

Evaluation Period Expired.

If the product has not been registered after 30 days have elapsed from the date of initial
use of HRPay, access to the application will be denied. The product may still be
registered and, on registering, full access will be restored.

Bad System Date.

If the product has not yet been registered, re-setting the system date or time to an earlier
date/time will prevent the application from starting. Reversing the changes to the system
clock will enable the system once more.

Corrupted Program.

Any attempt to overcome the registration features of HRPay by editing the source code of

the program will result in the corruption of the program. This may also happen if the
program has been damaged due to a system/disk failure or virus infection.
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3.1.6 Check for Updates

As of October 2006, new releases of HRPay were available before the changes in
the Budget are announced. This means that any downloads prior to Budget day
will require an update to reflect any PAYE and PRSI changes announced in the
Budget. To allow for this, and make the process of updating the software easier,
HRPay now has a facility to check for updates on our web site and apply those
changes to the customer's installation.

The updating facility can be initiated by the user by using the Check for Updates function
in the File menu.

If an update is available, the user will be given the opportunity to cancel the process.

Note: This function executes an external application which attempts to connect to the
internet and your firewall may prevent this from happening. You must configure
your firewall settings to allow HRPay*Update .exe to access a DNS server to use
this feature.

* The filename will depend on which version of HRPay you are using.

3.1.7 Linkto Card Reader

HRPay can be linked to an optional hardware-based time and attendance system
which captures employees' entry and exit times using proximity cards and a card
reader, as shown below. These times are stored in a separate database and read
by HRPay when an employee's timecard is viewed. This eliminates manual entry of
timecard information and increases the accuracy of the information on which the
payroll is calculated.

Card Reader
- e Software

Card Reader

mAan
nnMmmn
nnn
EArnry
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To enable HRPay to automatically update employee timecards, it must know which card
has been assigned to each employee and where the database for the card reader is
located. This is done using the Link to Card Reader function which can be accessed
from the File menu.

-0 x]
SRR

Card Reader/Time Clock Model:  |EE9

Owamight shifts?
" Yex ¥ Ho

Location of m:; | C:\Program Files\pongesialiv =)

™ Automatic Import from Card Reader % Manual Import from Cand Reades

| Card Reades 11 HRPay «-sceceececmcmiaminin| 1
Card Ho. IElphjlnB |El1p. II}IHama |-
|| SE7ESD Bill Mongan 0oz Iongan, \William
SE7E91 Jll Bloggs 0 Blaggs. Jil
|78z
=

e Two models of proximity card reader are supported. Each has its own software. The correct model must
be selected to ensure proper operation with HRPay.

o [f overnight shifts are selected, and an employee in "clocked in" at midnight, the next time record will be
assumed a "clocking out" record. If overnight shifts are not selected, and an employee in still "clocked in"
at midnight, the timecard will have to be manually edited to specify a finishing time.

o The folder where the software for the proximity card reader has been installed must be specified in the
Location of Application field.

o there are two modes of operation:

Automatic: Data is imported from the reader as timecards are viewed in HRPay.
Manual: Data is imported from the reader only when requested by the user.

o The employee record in HRPay must be associated with a proximity card in the card reader database by
specifyingthe Employee D in the grid.

o Clickingthe Cards button retrieves a list of the proximity cards that have been registered in the card
reader database.

To Establish a Link to the Card Reader:

1 Select the model of reader from Card Reader/Time Clock Model dropdown list.

2. Choose whether, or not, to use the automatic cal culation of times for working hours that span
two days. When Overnight Shifts? is set to No, any missing exit recordswill haveto be
entered manually inthe Timecard Entry screen. If this control is set to Yes, any employee
whoisstill "clocked in" at midnight will have their finishing time set to 23:59:59 and an
additional record will be created to show a starting time of 00:00:00 for the following day.

3. If necessary, edit the Location of 'PGAccess' Application field, or use the lookup button
to browse the folder where the card reader softwareisinstalled.

4, If you want to have HRPay automatically read the times from the card reader when an
employee'stimecard isdisplayed, choosethe Automatic Import option. Alternatively, you
can choosethe Manual Import option to prevent HRPay from importing automatically.
When the Manual Import option is chosen an additional button is displayed in the Timecard
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3.2
321

3.2.2

Entry screen to allow the timecard information to be imported.

5. Click the Cards button to get alist of card numbersfrom the card reader. Thefirst two
columns of the grid will then show alist of the proximity cards from the card reader database
and the name of the person to whom each card has been assigned.

6. To completethelink to HRPay, enter the Employee 1D from HRPay in the third column -
Emp. ID - and press <Enter> or <Tab>. The name of the person, from the HRPay
Employee Records, will then be displayed in thefinal column of the grid.

7. Finally, click the Save button to save your changes.

Note: It is not necessary to have a name assigned to all proximity cards, as you may have
more cards than employees. If any employee is not linked to a proximity card, their
time and attendance details must be entered manually.

Company Menu

Overview

The Company Menu contains functions which are used as part of the initial system
setup and also provides the ability to review and change the rules and parameters
which HRPay uses in calculating gross pay, PAYE, PRSI, and pension
contributions.

The entries contained in the Company Menu are shown on the next page and detailed in
the following sections.

HFay - Time & Alle

ile | Comparp People Processing Reports  Window y

Compary Detailz

Owertime & Shift
Fension Providers Holiday & Abzence

-— .

Tax Tables
FRSI Tables 1
FRSA Rules 1

U P o~

Company Details

Your company details are a central part of the payroll process. The details entered
in this screen are used in returns to the Revenue Commissioners, reporting to
pension & PRSA providers, making EFT payments to the bank, and printing
payslips for your employees.

This function is also used to enter a number of parameters which have an impact
on various other system functions, such as net pay rounding, controlling the tax-
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exempt status of some deductions, the manner in which state disability payments
are handled, and the "mapping"” of weeks to months.

To open the Company Details screen, select the Company Details entry from the
Company menu. This will cause the following screen to be displayed.

F - -
¥ Company Datails

SZ=Elg s

General | Bark [;l_”m |

Company: |Feksble Froducts plo

Address: |Urﬂ E.

|Eml.-:»mrﬂminers Paik

|ettlazwaith. Co. Clars
Phone:  [0B07-6716272 Fax: [0607-E716290
Contact:  [loe Reksble

Employes Heg No.: IE-'SEQZFEW
Tax Division/Unit Ho: I3E5

The Company field stores the company name, as it appears on payslips, reports and returns to the Revenue
Commissioners and pension providers.

The Address fields store your business address. This information is used on reports and statutory returns.
A contact phone number is required for some statutory returns and should be entered in the Phone field..
The business fax number can be entered inthe Fax field..

The Contact field is used to store the name of the person who can be contacted for any queries regarding a
Revenuereturn.

Any employer who is registered for PAYE purposes has an Employer's Registration No. This can be found
on any employer documentation that you receive from the Revenue Commissioners.

When you register as an employer, you will be assigned to a General Case District and informed of the
GCD/Unit No. This can be found on any employer documentation that you receive from the Revenue
Commissioners.

This is a three-page screen. Details of the other two pages are provided later in this topic.

To Enter/Edit Company Details:

1
2.

Asyou edit any field the record will automatically enter edit mode.

Enter your company or business name, asit should appear on reports, payslips, etc., in the
Company field and press<Tab>.

Enter your full business addressin the Address fields, using <Tab> to movefromfieldto
field.

Enter your business phone humber in the Phone field and press<Tab>.

Enter your fax number in the Fax field and press<Tab>.

Enter the name of the contact person, to beincluded in Revenuereturns, in the Contact field
and press<Tab>.

Enter your Employer PAY E Registration Number, as provided by the Revenue
Commissioners, inthe Employer Reg. No. field and press<Tab>.

Enter your General Case District (GCD)/PAY E Unit Number, as provided by the Revenue
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Commissioners, inthe Tax Division/Unit No. field.
9. Click the Save button to save the company details, or click Cancel to cancel the entry.

The second page of this screen is used to record the banking details of your business
including the details necessary to create EFT files for electronic payments.

2 Company Delails

&=

SARAEA

General Bank IMl.w:Iaw:

Bank Hame: [Ukie Bank Ly
Adddress: |Ma|kel‘:'|q.|are
[Fetiezmanth
[Co. Clane

Sost Code:  [92409-25 Account: |91ﬁ32?3

Alc Hame: |HEL&N& Products

Uzer ID: |21E|25~1- Owener [D: I22ﬂﬁ~1

Volume ID:  |M»0L1

e The Bank Name field is used to store the name of the bank that will be used to make payroll payments to
employees.

e The address of the bank branch should be entered in the Address fields. This is used on some reports.

e The sort code for this bank branch must be entered in the Sort Code field in order to make electronic or giro
payments. This can be found on cheques, lodgement books, and statements.

e The account number for the payroll bank account must be entered in the Account field in order to make
electronic or giro payments.

e The name of the bank account, as it appears on cheques, statements etc, must be entered in the A/c Name
field. Itis not necessarily the name that you might use to describe the account, i.e. what you describe as the
"Payroll Account" would probably be known to the bank as "XYZ Co. A/C #2".

e The User ID is assigned by the bank when you sign up for electronic banking.

e The Owner ID is assigned by the bank when you sign up for electronic banking. If this has not been specified,
the code given for the User ID should be entered in this field.

o The VolumelD is used by your bank as an identifier and must be agreed with them before use.

To Enter/Edit Banking Details:

1 Asyou edit any field the record will automatically enter edit mode.

2. Enter the name of your bank, asit should appear on reports., in the Bank Name field and
press <Tab>.

3. Enter the bank branch addressin the Address fields, using <Tab> to movefromfield to
field.

4. Enter the sort code for this bank branch in the Sort Code field and press<Tab>. The
hyphens are automatically entered asyou type. Y ou will find the sort code on account
statements and on your cheque and lodgement books.

5. Enter the account number from which payroll paymentswill be madeinthe Account field
and press<Tab>.

6. Enter the name of the bank account, in the A/c Name field and press<Tab>. Note that this
should be the name that appears on statements, cheques, etc.

7. If you are using el ectronic banking, the codes to be entered in the User ID, Owner ID, and
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Volume ID fieldswill be supplied by your bank. These must be entered before you can
create EFT filesfor electronic payments.
8. Click the Save button to save the banking details, or click Cancel to cancel the entry.

The third page of the Company Details screen contains some general system parameters,
as shown below.

e Company Detadls Tl x|

= =

General | 5:,,.*, Hrmelmw.ls

™ Apply Tax Exemplion Limats to Pension & PRSA Deds.

Met Pay Hounding:
" Mone i~ Cash v Al

Round to a multiple of: |1|Il ~| cenlzs

F# Uze Rounding Loans to cover negative Nel Pay
weeks per Month Pallern:

F4-4-5 CG-4-4
Dizability Benefit:
" Basic ~ Top-Up t* Recovers

o If the top checkbox is checked, the Revenue Commissioner's limits are used to decide
whether pension and PRSA deductions are fully tax-exempt when processing
payments. If the deductions exceed the allowable limits, tax is applied to the excess
amount.

¢ When Net Pay Rounding is set to Cash or All, the net pay amounts are adjusted
upwards until the total amount is a multiple of the amount specified in the entry field.
This additional amount is termed a Rounding Loan and is deducted from the net pay
amount of the subsequent payslip before rounding on those payslips is calculated.
When rounding is set to Cash, only those employees who are paid in cash will be
affected.

¢ In certain circumstances, where an employee is given a non-cash taxable benefit, there
may not be sufficient cash earnings to cover the PAYE and PRSI. This can resultin a
negative Net Pay figure. The recommended method of handling this situation is to use
a Rounding Loan to round up the net pay to zero. Setting the "Use Rounding Loans to
cover negative Net Pay" checkbox ensures that the system does this automatically and
eliminates warning messages when saving payslips with negative net pay.

o With the exception of 53 week years, all quarters have 13 weeks. Typically, January
and February would have 4 weeks each and March would have 5 weeks. This is termed
a 4-4-5 pattern. However, it may also be the case that January would have 5 weeks and
February and March have 4 weeks, i.e. a 5-4-4 pattern. HRPay needs to know what
pattern is being used so that monthly payroll processing can be aligned with the weekly
processing.
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3.2.3

Warning: Itis not safe to change this setting after a monthly payslip has been
generated, even if this payslip has not been processed.

Unlike other payroll systems, HRPay automatically handles the taxation of disability
benefits. To do this, it needs to know how the business handles such payments. The
options are:

Basic - Employees are not paid when in receipt of disability payments.

Top-Up - Employees are paid a "top-up" amount when in receipt of disability
payments. This amount is calculated to bridge the gap between the amount received
in disability payments and the wages that the employee would have received in
normal circumstances. The net effect is that the employee receives the same gross
amount.

Recover - The employee "surrenders" any disability payments to the employer, and
wages are paid as normal.

System Calendar

The concept of a System Calendar is similar to the "Shop Calendar" which can be
found in most manufacturing systems. Its purpose is to define the number of
weeks in the year and the normal working days for the business. This calendar is
also used to create individual calendars for every employee.

To open the System Calendar, select the System Calendar function from the Company
menu. This will cause the screen shown on the next page to be displayed.

Note: If you have chosen Monday as the first day of the week, the calendar layout will be
slightly different from that shown.

Syttem Calendar EE
1
=l A4 No. of Wesks inYea @ 52 © 63
wisk] Sundap | Mendsy | Tuesdey [wednesdsy] Thasday | Fiiday - Kay:vm-Ed.r
([ 19 Fa 5 | 6 7 8| 9 r .
M2 PPn | 12 | 13 | 14 [ 15.] 16 HarFwhikina
(121 e | 19 | 20 2 | 2 23 v Eﬁd":,
22 s % | 27 | 2w | 29 30 J g
2P Pz | 3 a | 5 6 P bokday
2 P8 | a3 [ 10 n | 12 13 U
2 WFis 16 17 18 19 20
| 26 ;22 | 23 | 2 | 2 | % | 2 N i
27 P 0 1 2 3 4 x|  Swmchonise

The setting of the No. of Weeks in Year control determines the number of tax-weeks in the current year.
When the column title for any day is right-clicked, a context menu allows the selected day to be set to working
or non-working for the whole year.

When any single day in the body of the calendar is right-clicked, a context menu allows the selected day to be
set to working or non-working. If the Week number is right -clicked, the changes are applied to all days in that
week.

Using "drag and drop" with the coloured triangles allows the status of any day to be changed. If the symbolis
dropped on the column title, the change applies to that day for every week in the year.
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e The Synchronise button copies any changes in the System Calendar to the personal calendar of each
employee.

Initially, the calendar shows the public holidays for the year and it shows Saturdays and
Sundays as non-working days. The process for changing the calendar is as follows:

Changing the Number of Weeks in the Year.

1 Click the appropriate No. of Weeks in Year radiobutton. When changing from 52 to 53,
an extraweek will be added to the calendar. When changing from 53 to 52, the last week will
beremoved fromthecalendar.

2. If employees have already been added to the system, click the Synchronise button to copy
the changesto the personal calendars.

Changing the Week-end Days.

1 Right-click on the name of the day to be changed from Week-end to Working. Thiswill
cause the context menu to be displayed, as shown below:

Cleas boWorking Day A4
Sel az Wesk-End

Sel a2 Pubbc Hobday
5ed ag Business Hobday

2. Click Clear to Working Day. Thiswill cause that day to be set for aworking day for all
weeks.

3. Click and drag the Red Triangle over thetitle of the day that you want to set as week-end
day and release the mouse button to "drop" thetriangle. All weeksin the calendar will now
show that day as aweek-end day.

4, If employees have already been added to the system, click the Synchronise button to copy
the changesto the personal calendars.

Adding & Removing Public Holidays.

1 Toremove aPublic Holiday, right-click the date in the calendar grid and click Clear to
Working Day. in the context menu.

2. To add aPublic Holiday, click and drag the Green Triangle over therequired date in the
calendar grid and rel ease the mouse button to "drop" thetriangle.

3. If employees have already been added to the system, click the Synchronise button to copy
the changesto the personal calendars.

Adding & Removing Business Holidays.

Business Holidays can be single days, such as a fixed holiday which is used to create a
"long week-end", or they can be for an extended shut-down of one, or more, weeks as is
typical of the construction industry. The process used to add/remove Business Holidays is
similar in both cases:

1 To remove Business Holidays, right-click the date or week number and click Clear to
Working Day. inthe context menu. Notethat if you are removing holidaysfrom acomplete
week, the week-end days are not affected.
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2. To add aBusiness Holiday click and drag the Blue Triangle over the required date in the
calendar grid and rel ease the mouse button to "drop" thetriangle. If thetriangleis"dropped”
on the week number, al the working daysin that week are changed to Business Holidays.

3. If employees have already been added to the system, click the Synchronise button to copy
the changes to the personal calendars.

Note: If you are making multiple changes to the System Calendar, it is not necessary to
synchronise the personal employee calendars after each change. You can
synchronise all changes together before closing the calendar.

The System Calendar is only visible for the current calendar year. Calendars for
subsequent years are provided as part of your maintenance contract.

3.2.4 Overtime & Shift Parameters

In order to automatically calculate gross pay for hourly-paid employees, HRPay
needs to know how the basic pay should be adjusted when the employee works
overtime or shifts. The Overtime & Shift Parameters allow some basic rules to be
entered which control the calculation process.

To view/edit the Overtime & Shift Parameters, select the Overtime & Shift function from
the Rules & Rates sub-menu in the Company menu. This will cause the following
screen to be displayed.

Ovwertime & Shift Paramelers EHE
SeFialEEl
S E
. ~Owertime & Callout Mubtipliers 1 - Shiit Premium: {
- BE
Basic Week (Hours): Overtime1 [ 15 Overtime2 [ 2 | Shift1 Shift2 Shift 3
Caleulate Dwveime: |
= ByWeek & By Day Overtime 3 I 2 Callout I 0s 0% | 25% I‘j?&:’
Basic Aote 04T Rate 1 | 0/T Rate 2 0/7 Aate 3

For the first From: From: To: Alter:

To:
Sunday: I_U‘ Hrz I_U Hiz I_U‘ Hrz I_l'l‘ Hrs W Hrs I? Hrs
Monday: I_S Hiz i_E Hiz I_Zni Hiz I_Eﬂ Hrz |_2*1 Hre I_Zi Hrs
Tuesday: I'_E Hiz r_g Hiz I_:’: Hiz [_i-ﬂ— Hie [_i-i- Hre I_?'I Hiz
Wednesday: I_B Hrs l_E Hrs IT His Ij Hus Ij Hrs IT His
Thursday: I_B Hrs l_B Hrz IT Hrz W Hrs W Hrs IT Hrs
Friday: I_? Hiz I_? Hiz Iﬁ Hiz m Hrs W Hrz ﬁ Hiz
Saturday: I_I:I Hiz I_I:I His I_-i Hre l_ﬂ Hiz W Hre W Hrz
Fublic Holidey: I_EI His I_D Hris I_IZI His I_IJ Hirs I_I.'l Hrs I_IZI His
Business I_U His l_ﬂ His I_'J Hrs I_l'l Hrs I_ﬂ Hrs I_U Hrs

. Holiday:

e The Basic Week (Hours) field is used to specify the number of hours in the basic working week. If overtime is
calculated on a weekly basis this number of hours is calculated at the basic rate.

e |fthe Calculate Overtime control is set to By Week, overtime is calculated on a weekly basis, i.e. the Basic
Week must be worked before overtime is payable. If this control is set to By Day overtime is calculated ona
daily basis, i.e. overtime is paid after the basic hours for each day have been worked.

E.G. Basic Week = 40 Hours Actual Hours Worked =8, 7, 9, 10, 8 = 42 hours
Overtime calculated by week = 40 Hrs @ Basic Rate + 2 Hrs @ O/T Rate
Overtime calculated by day = 39 Hrs @ Basic Rate + 3 Hrs @ O/T Rate
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The Overtime & Callout Multipliers panel shows the factor by which the basic rate is multiplied for each
overtime category.

The Shift Premium panel shows the shift premium as a percentage of basic pay.

The fields inthe Basic Rate column show the basic hours, after which overtime may be payable, in each
working day.

Overtime is payable at Rate 1 after the employee has worked the number of hours in the From field in the O/T
Rate 1 column. Itremains payable at this rate until the employee has worked the number of hours in the To
field.

Overtime is payable at Rate 2 after the employee has worked the number of hours in the From field in the O/T
Rate 2 column. It remains payable at this rate until the employee has worked the number of hours in the To
field.

Overtime is payable at Rate 3 after the employee has worked the number of hours in the After field in the O/T
Rate 3 column. If this field is set to 24, this overtime rate is never paid.

To Enter or Modify the Overtime & Shift Parameters:

NP

10.

11.

Click the Edit button to enable editing of the parametersfile.

Enter the standard working hours per week in the Basic Week field.

Specify the basis on which overtime should be calculated by clicking the By Week or By
Day radiobutton. Astheweek isentered in atimecard, overtimeiscalculated on adaily
basisby default. If you specify that overtimeisto be calculated by week, the system will
adjust the resultsif the employee worked less than the basic hoursin one or more days and
where the shortfall was not covered by sick pay or holiday pay. Seeexample

Enter the multipliersfor each of the three overtimeratesin the Overtime & Callout
Multipliers fields.

If employees are paid a portion, or multiple, of the basic pay for being available outside or
working hours, enter the fraction/multiplier in the Callout field. Thisisused in the Payslip
Entry function.

If shift work isin operation, enter the percentage of basic pay that is paid as a shift premium
in the three Shift fields. When the shift number is entered in the Payslip Entry screen,
these percentageswill be automatically applied.

For each of the daysin the Basic Rate panel, enter the number of hours that must be worked
before an employee changesto an overtimerate. Note that this can be different for each day,
e.g. inthe sample data, Friday isa7 hour day so overtime begins after 7 hours. Alsoin the
sample data, Saturday isaweek-end/non-working day so overtime beginsimmediately, i.e.
after O hours.

Thehoursentered in Step 7. are automatically copied into the From field in the O/T Rate 1
panel so it isonly necessary to enter the cumulative number of hoursto which thisrate
appliesin the To field of the O/T Rate 1 panel.

Again, the hours entered in Step 8. are automatically copied into the From field in the O/T
Rate 2 panel so it isonly necessary to enter the cumulative number of hours to which this
rate appliesin the To field of the O/T Rate 2 panel.

Once again, the hours entered in Step 9. are automatically copied into the After field in the
O/T Rate 3 panel, so no entry isrequired in this panel.

Click the Save button to save the changes, or click the Cancel button to reverse any
changesthat you have made.
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Examples:

Basic Rate O/T Rate 1 O/T Rate 2 O/T Rate 3
For the first From To From To After

8 8 10 10 12 12
First 8 hrs at basic, next 2 hrs at O/T 1, next 2 hrs at O/T 2, remaining hrs at O/T 3
Basic Rate O/T Rate 1 O/T Rate 2 O/T Rate 3
For the first From To From To After

0 0 4 4 24 24
First 4 hrs at O/T 1, remaining hrs at O/T 2
Basic Rate O/T Rate 1 O/T Rate 2 O/T Rate 3
For the first From To From To After

0 0 24 24 24 24
AllhrsatO/T 1
Basic Rate O/T Rate 1 O/T Rate 2 O/T Rate 3
For the first From To From To After

0 0 0 0 0 0

Allhrs at O/T 3

Holiday & Absence Parameters

35

HRPay automatically handles the accrual and usage of holidays, the eligibility for

sick pay and compassionate leave, and the manner in which employees are

compensated for working public holidays and business holidays. The basic rules
which are used to manage these factors are entered in the Holiday & Absence

Parameters screen.

To view/edit the Holiday & Absence Parameters, select the Holiday & Absence entry from
the Rules & Rates sub-menu in the Company menu. This will cause the screen shown

below to be displayed.

Holiday & Absence Paramebers

CAEAE

2 |

2] x]

'Cln:m
~Holidays: rSickness: Bereavements:
Annual Entitlement: [+ Max Uncertified Paid [ Pay while Abzent
I A Daps 12 Dayps per Year ¥ Max. Days Allowed:
Accrual Basis: 2 Days per Wesk
 Fiend I 10 Per Year
% of BasicH I 2 Per'Week
= I:"" oA [ Max. Cetified Paid =8
¥ Dayps ;
[ 90 Days per Year -Bank Holidmys:
= .Wtek ) t* Pap when woiked
" Month ¥ Max. Total Paid ™ Do not pay if worked
U 90| Dags per Vou C Credit when worked
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The Holidays panel shows is used to enter the total number of flexible holidays that employees can accrue in a
12 month period, the rate at which holidays are accrued and added to the holiday bank, and the period to which
the accrualrate applies.

The three checkboxes in the Sickness panel indicate if there is a maximum number of uncertified, certified, and
overall sick days that will be paid in any year, as specified by the Days per Year entry fields. A limit can also
be put on the maximum number of uncertified sick days that will be paid in any week.

Indicates if employees are paid for compassionate leave.

The two checkboxes in the Bereavements panel indicate if employees are paid for compassionate leave and if
there is a limit on the number of compassionate leave days that are paid, as specified in the Per Year and Per
Week fields.

The setting in the Bank Holidays panel determines how business & public holidays are treated when worked:

Pay when worked - System pays standard holiday pay.
Do not pay if worked - System ignores the holiday.
Credit when worked - System accrues an extra day's holidays.

In all three cases the system uses the Overtime rules to calculate pay for the actual hours worked.

To Enter or Modify the Holiday & Absence Parameters:

Holiday Parameters:

1
2.

6.

Click the Edit button to enable editing of the parametersfile.

Enter the number of flexible days holidays per annumin the Annual Entitlement field. This
should not include any fixed dayswhich are entered as Business Holidays or Public Holidays
in the System Calendar. If the Accrual Basis is Fixed, the system will then calculate and
display the accrual ratein the Days field, based on the Accrual Period that is currently set.
If the Accrual Basis is % of Basic Hours the percentage should be entered in the Days
field, asawhole number, i.e. for 8% enter 8,and the Accrual Period settings are disabled.
The accrual rate can be changed if you wish but this may result in employees not accruing
their full entitlement by the end of the year (if decreased), or it can result in employees
accruing holidays before they have actually been earned (if increased). In the case of
percentage-based holiday accrual, the statutory entitlement in most industry sectorsis 8%.

If necessary, click the appropriate "radiobutton” in the Accrual Period panel to set the basis
onwhich holidays are accrued. Thiswill automatically adjust the Accrual Rate.

For hourly-paid employees, the Bank Holidays panel is used to determine how the system
handles payment when a Public Holiday or aBusiness Holiday isworked. The choicesare:

. Pay when worked - The system adds holiday pay to the employee's earnings and any
hoursworked are paid in accordance with the overtime rules. For example, if abank
holiday meritstriple pay, the overtime ruleswould specify double pay for working a
bank holiday and the holiday ruleswould specify that holiday pay be given, resulting
intriple pay for any hours worked.

. Do not pay if worked - The system does not add holiday pay to the employee's
earnings. Any hoursworked are paid in accordance with the overtimerules. Inthis
case, if abank holiday meritstriple pay, the overtime ruleswould have to specify
triple pay for working abank holiday.

. Credit when worked - Rather than adding holiday pay to the employee's earnings,
the system adds an extraday to the employee's holiday bank. Any hoursworked are
paid in accordance with the overtimerules.

The Save button must be used to save any changes made to the holiday parameters. To
cancel the changes, click the Cancel button.
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Absence Parameters:

=

Click the Edit button to enable editing of the parametersfileif it is not already in edit mode.
2. To limit the number of uncertified sick daysthat can be paid, set the checkmark in the Max.
Uncertified Paid checkbox. Thiswill allow the weekly and yearly maximumsto be entered.

3. Enter the maximum number of uncertified sick daysthat will be paid in any year inthe Days
per Year field.
4, Enter the maximum number of uncertified sick daysthat will be paid in any week inthe Days

per Week field.

5. To limit the number of certified sick daysthat can be paid in any year, set the checkmark in
the Max. Certified Paid checkbox. Thiswill allow ayearly maximum to be entered.

6. Enter the maximum number of certified sick daysthat will be paid in any year in the Days
per Year field.

7. To limit the number of total sick days, certified and uncertified, that can be paid, set the
checkmark inthe Max. Total Paid checkbox. Thiswill allow an overall yearly maximum to

beentered.

8. If employeesare paid compassionate leavefor family bereavements, set the Pay while
Absent checkmark inthe Bereavements panel. Thiswill enable the Max. Days Allowed
checkbox.

9. To limit the number of compassionate leave daysthat can be paid, set the checkmark in the
Max. Days Allowed checkbox. Thiswill allow theweekly and yearly maximumsto be
entered.

10.  Enter the maximum number of compassionate |eave daysthat will be paid in any year in the
Per Year field

11.  Enter the maximum number of compassionate |eave daysthat will be paid in any week inthe
Per Week field.

12.  Click the Save button to save your settings, or click the Cancel button to leave the settings
unchanged.

Note: These settings only apply to hourly-paid employees. The system will not pay for
holidays where the employee has exhausted his/her holiday bank, nor will it pay for
absences where the employee has exceeded the limits set on this screen. However
this can be over-ridden during the Payslip Entry process if desired.
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3.2.6

PAYE Rates

Most of the tax details are entered in individual employee records. The only
additional tax information required to process payroll concerns the actual tax rates
and the rules that apply if an employee has no tax documents. While the
information on the PAYE Rates screen can be modified, this should not be
necessary and this function is intended to be for informational purposes only.

To view the PAYE Rates screen, select the Tax Tables entry from the Rules & Rates
sub-menu in the Company menu. This will cause the following screen to be displayed.

Al
Tax Rates:

Standard Rate: 2 % High Flalsa:l 42 %

Exemption/Marginal Relicf Rate: I 40 x

‘Emeigency Basiz Rules: 1
Mo PPS/PRSI N Standard Rate

L L Cut-off Point: M Tax Credi:
All weaks/months: £0,00 £0.00
Standard Rale J Tax Credi
Hax FPS/PRS] No. Cut-off Point: | per Week:
Week 1 to 4 £533.00 £30.00
£533.00 £0.00

Week 5 to 8:

Week 9 onwards: £0.00 £0.00
Manth 1: [ €230 [ e1z7m
Month 2: £2.334.00 £0.00
Month 3 onwards: [ £0.00 | £0.00

o The fields in the Tax Rates panel show the Standard Rate and Higher Rate of tax as percentages.

o Employees who have Exemption/Marginal Relief status are taxed at the marginal rate for all earnings above
the Standard Rate Cut-off Point. This typically applies to employees ages 65 and over.

o The Emergency Basis Rules panel shows the Standard Rate Cut-off Point and Tax credit that are applied:
1.  When an employee has no tax documents and has not provided a PPS/PRSI number.
2. When the employee has no tax documents but has a PPS/PRSI number and is weekly paid.
3. When the employee has no tax documents but has a PPS/PRSI number and is monthly paid.

The only possible reasons for editing the PAYE Rates would be if (a) a supplementary
budget changed the rates during a tax year or, (b) incorrect figures were distributed with
HRPay. We hope that neither situation arises, but if it is necessary to change the rates,
the process is very simple:

1 Click the Edit button to put the table into edit mode.
2. Enter the new figuresin therelevant fields,
3. Click the Save button to save the changes, or click Cancel to reverse any changes.
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3.2.7

Caution: Because this table can be changed very easily, we recommend that access to
this function be very restricted. See the User Access Control topic for
information on limiting access to HRPay.

The PAYE Rates table is only visible for the current tax year. Tables for subsequent years
are provided as part of your maintenance contract.

PRSI Tables

One of the more tedious tasks in manually processing a payroll is the
determination of PRSI sub-class and contributions. This is most true of
businesses where employees' earnings can vary significantly and where some
employees may have exemptions from all or part of the PRSI contribution. The
ability to automatically handle PRSI is one of the major benefits of a computerised
payroll systems. In order to cope with the complexity of the PRSI system, HRPay
must have complete information on tables, rates, exemption limits and ceilings.

All of the necessary information is contained in the PRSI Tables, which are
presented in the same format as on the Revenue Commissioners publications.
While the information in the PRSI Tables can be modified, this should not be
necessary and this function is intended to be for informational purposes only.

To view the PRSI Tables, select the PRSI Tables entry from the Rules & Rates sub-
menu in the Company menu. This will cause the following screen to be displayed.

PRSI Tables

Weekly | Monihiy |

PHSI Class: Iﬁ 1 :

Non
Cumulative

Weekly |

Earnings Band E 'ml
| €0.00 || o|[ o5 as|[ o/ os|[ o5 il

ol o5 05 oj] o0s 05

| ]| o[ 85 as|[ o &5 85

af| as g5 aj] &5 a5

| cero || A R as)[ of s5) 85

| 15| zs[ of[ 5| as

| e A A S S R S R

| soms | wrs[ 2|oms|[ 125

| e[ a2 o|fw7s|[ || offnrs|] w0ws
4075 [ a7 | o|[0Fs|[ 107 5

e The entry inthe PRSI Class field is selected from a dropdown list to select the PRSI code thatis to be
displayed.

e The Non Cumulative Earnings Band field shows the weekly/monthly earnings band which puts the employee
in the associated sub-class shown in the PRSI Sub-class field.

o The portion of the weekly/monthly earnings that is exempt from the Health Levy, as indicated in the rates fields,

is shown in the third column. The Balance of weekly/monthly earnings is subject to the full rate as shown on the
nextline.
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3.2.8

o The first three columns in the grid show the employee's contribution % (EE), the employer's contribution %
(ER), and the total contribution % (EE+ER) for all earnings below the Cumulative Earnings Ceiling.

e The remaining three columns in the grid show the employee's contribution % (EE), the employer's contribution
% (ER), and the total contribution % (EE+ER) for all earnings above the Cumulative Earnings Ceiling.

Note that, while JOis asub-class of the J class, itis also repeated in the presentation of the A class because
an employee whose PRSI class is normally A can fall into sub-class JO.

The only possible reasons for editing the PRSI Tables would be if (a) a supplementary
budget changed the rates during a tax year or, (b) incorrect figures were distributed with
HRPay. We hope that neither situation arises, but if it is necessary to change the rates,
the process is very simple:

1 Click the Edit button to put the table into edit mode.
2. Enter the new figuresintherelevant fields,
3. Click the Save button to save the changes, or click Cancel toreverse any changes.

Caution: Because this table can be changed very easily, we recommend that access to
this function be very restricted. See the User Access Control topic for
information on limiting access to HRPay.

The PRSI Tables are only visible for the current tax year. Tables for subsequent years are
provided as part of your maintenance contract.

Pension & PRSA Parameters

The details of employee deductions for pension and PRSA schemes are entered in
individual employee records. However, because the employer may also contribute
to these schemes and because there are limits to the amounts that qualify for tax
relief, some additional information is required.

The Pension & PRSA Parameters screen allows this additional information to be
entered and also allows you to decide what elements of total pay should be
defined as "pensionable".

To view the Pension & PRSA Parameters, select the PRSA Rules entry from the Rules &
Rates sub-menu in the Company menu. This will cause the following screen to be
displayed.

2]
Sl B

[ Emglayes Conirbautions || Employes Conbubions | Pensionable Pay Definkion

PRSA € Limits:
All Emplopees: £1,525.00 £254,000.00

AL
Aged Under 30:
Aged 30 to 39:
Aged 40 to 49;
Aged 50 to 54:
Aged 55 o 55:
Aged 60 & Over :

21 B R bl A b
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This is a three page dialog. The other two pages are detailed in the following pages. The
first page, as shown above, outlines the Revenue Commissioners' limits on PRSA
contributions. This is provided for information purposes only and there should be no need
to change this table.

The fields which define the PRSA contribution limits are:

e The Standard Ceiling field shows the annual PRSA contribution which is tax exempt, regardless of earnings.

e This Single Earnings Cap field shows the maximum amount of earnings in the year that qualifies for tax
exemption on pension and PRSA contributions. .

e The Standard PRSA Contribution fields show the maximum percentage of salary that an employee can
contribute to a standard PRSA scheme free of tax. The percentage varies based on the age of the employee.

e The PRSA AVC fields show the maximum percentage of salary that an employee can contribute to a PRSA
AVC scheme free of tax. The percentage varies based on the age of the employee.

In the unlikely event that it is necessary to change the limits, the process is very simple:

1 Click the Edit button to put the table into edit mode..
2. Enter the new figuresin therelevant fields,
3. Click the Save button to save the changes, or click Cancel to reverse any changes.

Caution: Because this table can be changed very easily, we recommend that access to
this function be very restricted. See the User Access Control topic for
information on limiting access to HRPay.

The PRSA Limits table is only visible for the current tax year. Tables for subsequent years
are provided as part of your maintenance contract.

The second page of this dialog, shown below, is used to enter any employer contributions
to pension and PRSA schemes.

o Pens iun L FFI S8 F-:::mi.ltl..

|
Ewc‘inm: —lwmmm'

; Regqula
Conpiior
Peicent age: 5 1]

i Bazed on:

& Pensionable Pap " Employes Contribution
o “
Paicentage: 5 i
[ Based on: T

# Pensionable Pap I~ Employes Contribution

e The top Regular Contribution field is used to enter the percentage of employee's contribution or pensionable
pay that the employer contributes to a standard pension scheme.

e The top AVC field is used to enter the percentage of employee's contribution or pensionable pay that the
employer contributes to a pension AVC fund.

o The top pair of radiobuttons specify whether the employer's contribution is calculated as a percentage of the
employee's pensionable pay, or as a percentage of the employee's contribution.
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e The bottom Regular Contribution field is used to enter the percentage of employee's contribution or
pensionable pay that the employer contributes to a standard PRSA scheme.

e The bottom AVC field is used to enter the percentage of employee's contribution or pensionable pay that the
employer contributes to a PRSA AVC fund.

e The bottom pair of radiobuttons specify whether the employer's contribution to the PRSA scheme is calculated
as a percentage of the employee's pensionable pay, or as a percentage of the employee's contribution.

To enter employer's contributions:

1 Click the Edit button to put the fields into edit mode, or simply change a value/setting and
the table will automatically go into edit mode.

2. To specify a percentage contribution in any of the four categories, enter the desired
percentage as awhole number without the % symbol, e.g: to specify 15%, enter 15; to
specify 12.5%, enter 12.5; etc.

3. Click the appropriate radiobutton to indicate whether the contribution isto be a percentage of
Pensionable Pay, or apercentage of the Employee Contribution. (E.G.to makea
matching contribution, you would specify 100% of the Employee Contribution).

4, Click the Save button to save the changes, or click Cancel to reverse any changes.

The third page of the dialog is used to specify the elements of total pay that are treated as
"pensionable” in calculating both the employee's contribution (if based on a percentage)
and the employer's contribution, as shown below.

2%
S EAEAEA
= =

Employes Contibutions | Employes Cantributions  Persionssble Pay Definiion |

Fensionable Fay Includes:

I Bazic Pay

[ Dwertime Pay [ Call-out Preamium
W Shift Premium [~ Bonus Pay

W Holiday Pay [ Commizzion

¥ Sick Pay i, Benefit in Kind

A

This is a very simple screen. If a pay element is checked, it is treated as "pensionable”.
When any changes are made on this screen, the Save button is enabled to allow the
changes to be saved.

Pension & Insurance Providers

Up to six providers can be entered for pension, PRSA, and health insurance
schemes. This allows you to have different providers for pension, AVC, PRSA,
PRSA AVC, permanent health insurance, and voluntary health insurance schemes.
All of these are integrated to the payroll and deductions are handled automatically.
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To view the Pension, PRSA & Health Insurance Provider records select the Pension
Providers entry in the Company menu. This will cause the following screen to be
displayed.

This screen contains two pages. The second page is described on the next page.

CompanySchems Detads | Transacton History |

i m

Reference: TITETT-21A

e scaiption: |D:-m|:-aw Pergion 5 cheme
Prowider Mame: |Di=e-:Iere Azzizanca Co

Addvess: IFMI& Huinsze
[Babydeiab Avenue
[Middieton
|Ca. Cotk.
Phorve: |0523-i?9322
N o

Email:  |sales@duactiie
Electionic Filing: [

Filing Frequency: C Veckhy & Motk |

e The Scheme Type field contains a dropdown list which is used to select the scheme to be viewed, edited or
added.

e Most schemes are assigned a reference number which must be quoted in returns and file transmissions. This
is entered in the Reference field.

o A brief description of the scheme can be entered in the Description field for internal reference.

o Enter the name of the scheme provider must be entered in the Provider Name field.

e The full address of the scheme provider is needed to create upload files and must be entered in the Address
fields.

e The provider's phone and fax numbers may be entered in the Phone and Fax fields.

e The provider's email address should be entered in the Email field. If entered, this is included in upload files.

e Setthe checkmarkinthe Electronic Filing checkbox to have the system generate upload files for electronic
transmission of weekly/monthly returns.

e The Filing Frequency radiobuttons indicate whether scheme returns are filed weekly or monthly.

To Add a Scheme Provider:

=

Click the Add button to clear all thefields.
2. Select the Scheme Type from the dropdown list in the first field. Notethat if the selected
scheme type already exists, you will not be allowed to add a second scheme of the same type.

3. Enter the provider'sreference number in the Reference field and press<Tab>.

4. Enter your own description of the schemein the Description field and press<Tab>.

5. Enter the name of the assurance/insurance company in the Provider Name field and press
<Tab>.

6. Enter the address of the assurance/insurance company in the Address fields, using <Tab> to

movefromfieldtofield.
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©

10.

11.

12.

Enter the phone number of the assurance/insurance company in the Phone field and press
<Tab>.

Enter the fax number of the assurance/insurance company in the Fax field and press<Tab>.
Enter the email address of the assurance/insurance company inthe Email field and press
<Tab>. Notethat thisfield can hold 60 characters but you may need to scroll it to display
thefull address.

If you wish to create upload files which can be sent electronically to the scheme provider, set
the checkmark in the Electronic Filing checkbox.

Select thefiling frequency, weekly or monthly, by clicking the appropriate radiobutton in the
Filing Frequency panel.

Click the Save button to add the new record, or click Cancel to cancel the entry.

To Edit a Scheme Provider:

1
2.

3.

Select the Scheme Type from the dropdown list in thefirst field.

Click the Edit button to put the record into edit mode, or simply edit any field and the record
will automatically enter edit mode.

Make any desired changesto the record and then click the Save button to save the record, or
click Cancel to cancel the changes.

To Delete a Scheme Provider:

1
2.

Select the Scheme Type from the dropdown list in the first field.
Click the Delete button

The second page of this screen shows the transaction history for the selected scheme, as
shown below.

A Pansion, PRSA, & Health In..uanm Providers  [S[=] E3

Conpang/Scheme Delads_ Transachon Hmw |

Scheme Type: m :&I
F‘erbd|'|'nbdﬁnm Dml.ﬁ:rpwiPddl Balance Dw|;|
1 EX21.13 E0UD0 £221.13
N 2 E15668 £0.00 E377.a
l 3 £0.00 E0U00 3778
Balance due for thiz scheme: E3TT.m

This grid shows the amounts deducted through the payroll and the amounts that have been paid to this provider.
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e If the Filing Frequency for the scheme is weekly, the Period column shows week
numbers. If the Filing Frequency is monthly the Period column shows month
numbers.

e The Total Amount Due column is the sum of all employee and employer deductions
for this scheme in the given week/month.

e The Amount Paid column shows the amounts entered as paid in the Scheme
Payments function.

3.3 People Menu

3.3.1 Overview

Employees are the heart of HRPay and the People Menu provides the functions
required to maintain all of the employee details including personal details, PAYE,
PRSI, taxable benefits, timekeeping, attendance, holidays, and payments. The
People Menu also allows you to control access to HRPay on a person-by-person,
function-by-function basis.

The People Menu contains the following entries.

ime & Attents ol

W | People Proceszing Reports
Employee Records

Employee Calendars

4
1
Timecard Enkry | r

Pavzlip Entoy

Arccess Cantral

™ e ,.x,_/.

3.3.2 Employee Records

The Employee Record Maintenance function is used to store and maintain all
personal details, pay details, voluntary deductions, PAYE/PRSI details, and benefit
in kind (BIK). In addition, it displays the payment history for each employee, holds
the Tax Deduction Card, and provides a record of attendance.

To view, or edit, the employee records select the Employee Records entry in the People
menu. This will cause the Employee Record Maintenance screen to be displayed.

This screen has 5 major pages, one of which - Employee Details - is further divided into 5
pages, giving 9 pages in all. Rather than attempting to describe these as one topic, they
are detailed separately in the following sections.
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3.3.2.1 General

As

the title implies, the General page of the Employee Record Maintenance

function is used to store and maintain general personal details.

To

1.

:I Employee Record Maimenance

See2FeaF. gz

Empkoyee Detaks | Payment History | Tax Decuction Card | Attendance Record | Timecard |

Emp. Ho.: IM_EI Hame: Angelina d"Courcy
Tithe: [Or =] Gender © Male & Female Date of Bitk: [21,031978 =
Fust Mame[s]: l»!-nge-im Mantal Statuz: |Snge -
Last Hame:  [dCouscy Mother's Maiden Name: I—
Address: |Ballalley Lane Emergency Contact/General Motes:
|5piingvile Hone =l
|Tarbert
|Co. Keny
Phane: |oe4-z87772 =
Job Title:  [Medical Offcer Status: [Fultme -] cs0cede [ qf
Start Date: | 280272003 ¥ Finich Date:  [0210EIE =| Diector [ Active:
General | Pay Detads | Deductions | PAYE/PRSI Detad: |

The Employee ID, as entered in the Emp. No. field, can consist of any six alphanumeric characters and is used
to link all of the employee's records.

The Title field and Gender radiobuttons are used for informational purposes only.

The Date of Birth field must be completed, as calculation of the tax-exemption on PRSA contributions will be
incorrect if this field is not correctly completed.

The dropdown list attached to the Marital Status field gives some typical entries. This field is not essential but
could be needed in the future.

If the employee has not provided a PPS number, the Mother's Maiden Name is a required field. Otherwise it
may be left blank.

The Emergency Contact/General Notes memo can be used to record the next of kin details, etc. Any
additional information can be also entered in this memo.

The employee's first name and surname must be entered in the First Name and Last Name fields.

The employee's address should be entered in the Address fields as it should appear on Revenue returns.
The Phone field should be completed when the employee needs to be contacted outside of work hours.

The Job Title field are not essential and is provided for information purposes only.

The Status and CSO Code fields are used in the generation of the CSO EHECS return..

Some Revenue returns require an entry specifying whether the employee is a director. This is indicated by the
Director checkbox.

If the Start Date falls within the current year, all time & attendance data entry and payroll data entry for this
employee is disabled prior to that date. This field is used in Revenue reporting.

If the Finish Date falls within the current year, all time & attendance data entry and payroll data entry for this
employee is disabled once that date is reached.

Clearingthe Active checkbox makes the employee "invisible" to the Timecard Entry and Payslip Entry
functions.

add or edit an Employee Record:

To add an employeerecord, click the Add button and enter a unique code to identify the
employeeinthe Emp. No. field. To edit an existing record, select the employee's code using
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the lookup button and click the Edit button.

2. Select atitlefrom the dropdown list in the Title field and press <Tab>.

3. Usethe Spacebar or left-click to indicate the Gender and press <Tab>.

4. Enter the employee's date of birth inthe Date of Birth field, or use the dropdown calendar to
select adate, and press<Tab>. Thisisarequired field.

5. Enter theemployee'sfirst name(s) in the First Name(s) field and press<Tab>.

6. Select theemployee's marital statusfrom the dropdown list in the Marital Status field and
press <Tab>.

7. Enter theemployee'ssurnamein the Last Namefield and press <Tab>.

8.  Enter the employee's mother's maiden namein the Mother's Maiden Name field and press
<Tab>. Thisfieldisrequired if the employee has not provided a PPS number.

9. Enter theemployee'shome addressinthe Address fields, using the <Tab> key to movefrom
field to field.

10. Enter the phone number at which the employee may be contacted outside of working hoursin
the Phone field and press<Tab>.

11. Emergency contact details, next of kin, or general hotes may be entered in the Emergency
Contact/General Notes memo. Press<Tab> after entry to move to the next field.

12. If desired, enter the employee'sjob titlein the Job Title field and press<Tab>.

13. Select an employment status from the dropdown list in the Status field and press<Tab>. If
the employee has died, the status must be set to "Deceased”. Otherwise, the status should be
setto"Full-time", "Part-Time", "Probation”, " Apprentices/Trainee" or "Other" to allow the
EHECS analysis to classify the employee correctly.

14. Select one of the CSO types from the dropdown list in the CSO Code field and press <Tab>.
Thisisalso used by the EHECS Report.

15. Enter the datethat the employee commenced employment in the Start Date field, or select a
datefrom the dropdown calendar, and press <Tab>.

16. Enter any date beyond the end of thisyear in the Finish Date field, or select a date from the
dropdown calendar, and press<Tab>. If adateisentered which falls beforethe end of the
year, HRPay will disable entry of payslip information as of that date.

17. If theemployeeisadirector, set the checkmark in the Director checkbox and press <Tab>.

18. Tomakethisemployee"visible" to other functionsin HRPay, set the checkmark in the Active
checkbox. Ideally, you should not do thisuntil all four pages have been completed.

19. You may now savethisrecord by clicking the Save button, but the record will not be complete
until the Pay Details, Deductions, and PAY E/PRSI details have been entered.

3.3.2.2 Pay Details

This page of the Employee Record Maintenance function is used to store the
employee's pay details and banking details.

On the top half of the screen, four panels are used to provide the payment rules for the
system and allow payslips to be generated automatically, as follows:

e Pay Basis determines how the employee's pay is calculated:

1. HourlyRate - Payment is based on the hours entered in the timecard or the payslip. Overtime is paid in
accordance with the parameters entered in the Overtime & Shift Parameters.

2. Salary - Payment is a fixed amount per period. No overtime is paid and the actual hours worked have no
effect.

3. Salary + O/T - The basic payment is a fixed amount per period. Overtime is paid if the employee works
more than the basic hours defined in the Basic Hours panel, otherwise the actual hours worked have no
effect.
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4. Commission - HRPay does not calculate the gross payment. Instead, it is manually entered as part of
the Payslip Entry function.
5. Salary + Comm. - The basic payment is a fixed amount per period. A manual adjustment is made to the
payslip, using the Payslip Entry function, to add any commission that has been earned.
 HRPay automatically manages the payroll for all employees regardless of how often they are paid. Rather than
having separate "companies" for different pay frequencies, it is specified as part of the employee record by
choosing a frequency in the Pay Frequency panel.
e The Basic Hours values are initially taken from the Overtime & Shift parameters but can be modified for
specific employees in the Employee Record.
E.G. 1. Part Time Employee working 20 Hrs per Week:
o Pay Frequency = Weekly
e Hrs./Week =20
o Days/Week =2.5
2. Work Sharing - Week On, Week Off
e Pay Frequency = Fortnightly
e Hrs./Period = 39
e Days/Period =5
o The Pay Rate panel allows an employee's rate of pay to be entered as an hourly rate, a weekly amount, a
monthly amount, or as an amount for the period specified in the Pay Frequency panel.

A A
|

A Employee Record Maimenance

ﬁ;ﬂ; CRD "‘_;',:, | % ?ﬂ;|_:§| %1 %| |\r

Empkayee Detals | Payment History | T Decuckion Card | Attendance Record | Timecard
Emp, Mo.: IM &I Hame: Angelina d'Courcy

Pay Details:

Pay Basis - Pay Frequency Basic Hours:  Pay Rate:

" Hourly R ate ¢ Weekly Hrs. Aweek: [39 Per Hour:  [€14.79

fo S akery £ [Forinephiis Days W eek: |5 Per Week: |'E'5?E a2

i~ Salary » 0/T " Four'Weekly

| ComEutan & Monthly Hrz. /Period: |'|5‘3 Per Month: |€?.49-'9 £

" Salay + Comm,  Quaely Days/Perod: I21-E? Per Period: |*32-4?939

Bank Details: P

Bank: [FIE Bark Sont Code: [54325 e

Address: [Tabert Road Alc No.: Im ' Cheque
|Trales Aufe Name: [Dr Angsina dCourcy . EFT File
[Co emy C/Un. Ref.: | C Giro/Transfer

Genetal Pay Delads | Deductions | RAYE/PRS Detal: |

The bottom half of the screen is used to enter the employee's banking details. If the
employee is paid by Electronic Funds Transfer (EFT), Bank Giro, or account transfer,
these fields must be completed.

To edit an Employee's Pay Details or Banking Details:

1 Click the Edit button to put the record into edit mode, or simply change any of the settings
or fields and the record will automatically go into edit mode.

2. Choose the basis on which the employeeis paid by clicking the appropriate radiobutton in
the Pay Basis panel.

3. Choosethe payment interval inthe Pay Frequency panel. Thiswill determine how often a
payslip can be generated for the employee.

4, If necessary, theinformation in the Basic Hours panel can be edited. Thiswould typically
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11.

12.

be necessary if the employeeworked part-time, or if the employee worked a"week-on, week-
off" schedule as part of awork-sharing arrangement.

Enter the basic pay in any of the four fieldsin the Pay Rate panel. Theremaining three
fieldswill be recalculated when you exit thefield.

If the employeeispaid by cash or cheque the majority of the Bank Details do not need to be
entered and the next four steps can be skipped. Otherwise, enter the name of the employee's
bank in the Bank field and press <Tab>.

Enter the address of the employee's bank in the Address fields using the <Tab> key to
movefromfieldtofield.

Enter the sort code of the employee's bank in the Sort Code field and press <Tab>. The
hyphens are automatically entered asyou type.

Enter the employee's bank account number inthe A/c No. field and press<Tab>.

Enter the name of the employee's bank account in the A/c Name field. Note that this might
not necessarily be the empl oyee's name as payments may be madeto ajoint account.

Choose the payment method by clicking the appropriate radiobutton in the Pay By panel. If
your business has signed up for electronic banking, the Giro/Transfer option will be handled
in the samewas as EFT payments. Otherwise, thisoption allowsyou to print Bank Girosfor
any employee who has elected to be paid in this manner.

Y ou may now savethisrecord by clicking the Save button. However, remember that if you
areinthe process of adding an employee record, the record will not be complete until the
Deductions, and PAY E/PRSI detail s have been entered.

3.3.2.3 Deductions

Every employee can have up to 10 voluntary deductions which are handled
through the payroll process. These are entered on the Deductions page of the
Employee Record Maintenance function.

.:: Employee Record Mainlenance

SleeReBeaF . gl

Empkoyee Detak: | Papment History | Tax Decuction Card | Attendance Record | Timecard |
Emp. Ho.: ﬁ &I Hame: Angelina d"Courcy

] [+ Tax Exsmpt
Pension | & parcentage | 5 I Fizxed Amount | ¥ PRSI Exempt

: [+ Tax Ewempt
FREAAVC: | r percentage | ' Figed Amount [ €10000 & PRS| Exempt

- [T Taz Exempt
Savings | Parnnntagtl 1 Fimd.ﬁlnu\tl €50.00

™| PRSI Exempt |
Unused | percentage [ FisedAmount [ E ;;'SIE;“;";
Unused Ii Unused Ii
Unused |_ Unused I_
Unused Ii Unused Ii

Genetal | PayDelal: Deduckons | PATE/PRS Detal: | T axable Benchs |

e The descriptions of the four major deductions must be selected from dropdown lists if the deduction is for one

of the six types of assurance/insurance scheme. These descriptions must not be altered if the system is to
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process these deductions correctly. If the deduction is not one of the six assurance/insurance types, any
description can be entered.

o Clicking on the description of a deduction allows the description to be edited. A maximum of 15 characters is
allowed.

o The Percentage radiobutton and field allow you to specify that the deduction is a percentage of pensionable
pay. To enter a deduction of 5% simply enter 5 in the field.

e The Fixed Amount radiobutton and field allow you to specify that the deduction is a fixed amount.

e The Tax Exemptand PRSI Exempt checkboxes are used to specify whether the deduction is exempt from
PAYE and PRSI.

e The six deductions at the bottom of the screen are specified as a fixed amount and are not exempt from PAYE
or PRSI.

As can be seen from this screen, four of the 10 possible deductions can be for a fixed
amount, or based on a percentage of pensionable pay. These four deductions can also
be marked as exempt from PAYE and/or PRSI, if required. Preset descriptions can be
selected to link these deductions to the pension, PRSA, and insurance schemes which
are managed through the payroll process.

The remaining six deductions can only be for a fixed amount and are not tax deductible.
Any 15 character text can be used as a description of these deductions.

To edit/enter Employee Deductions:

1 Click the Edit button to put the record into edit mode, or simply change any of the settings
or fieldsand the record will automatically go into edit mode.

2. Click the description of any deduction to enter/select anew description. Thelabel will then
change to an edit field or adropdown field, as shown below:

|P'E|:|'|E!'1:|n j = Percenlage

[PRSAAVC:  ~| © Percentage

|Sa.vings j " Percentage
|L!n=used j " Percentage
| Unused |
| Unnead |

The dropdown fields, which are shown for the first four deductions, provide a choice of six

descriptions:
. Pension:
° Pension AVC:
. PRSA:
. PRSA AVC
. Perm. Health Ins.:
° Vol. Health Ins.:

These descriptions are identical to those used as scheme descriptionsin the Pension.
PRSA, & Health Insurance Providers screen and should not be altered in any way if
you want the deduction to be linked to the specified scheme. However, if the deduction is
not for any of the pre-defined schemes, any 15 character description can be entered.
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3.3.2.4

In the case of the remaining six deductions, any 15 character description can be entered, or
the description field can be cleared to leaveit blank if no deduction isbeing entered.

Note that descriptions are unique to each employee, i.e. the same deduction field can be used
differently for each employee.

3. When any changes to the descriptions of the deductions has been compl eted, click any of the
valueentry fields. Thiswill hide the edit and dropdown fields and make the screen less
cluttered.

4. To enter the actual deductions, click the Percentage or Fixed Amount radiobutton and
enter the required percentage of pensionable pay or the amount in Eurosin the associated
entry field.

5. If the deductionis PAY E and/or PRSI exempt, set the checkmark in the Tax Exempt and/or
PRSI Exempt checkboxes.

6. The six deduction entry fields at the bottom of the screen should only be used for fixed
amounts which are deducted after PAY E and PRSI has been cal cul ated.

7. When al deductions have been entered, you may savethisrecord by clicking the Save
button. However, remember that if you arein the process of adding an employeerecord, the
record will not be complete until the PAY E/PRSI details have been entered.

PAYE/PRSI Details

The PAYE/PRSI Details page of the Employee Record Maintenance function has
two purposes. Initially, it is used to enter an employee's tax details and, as
earnings are processed, it keeps a running total of the employee's gross pay,
deductions, tax credits, and the PAYE and PRSI paid to date.

SeleePeaFE ezl

Emphopee Detals | Payment History | T Decuction Card | Attendance Record | Timecard |

Emp. Ho.: w EI Hame: Angelina d"Courcy
PAYE & PAS| Paramelers:
PPS/PRSI No.: | 997181517 Tax Status: |Moimal 'I PRSI Code: III | Locked: ™

Tan Credits: £73.85 Std. Rate Cut-Off: £711.35 Health Levy Exempl: [

[Pe Week) [Perwesk]
Year Lo Date Totals: Up bo & including Z2/02/2003

F [ Pay: PAYE: |
Grozs Pay: £3.335, 44 PT&M I;r":: Er:-{: 00 Prev. Emp. | £0.00
Pension: C1E5.TE Undefined: €10, Tax Credits: £530.80

PRSA: €200.00 U ndefined: €000 PAYE: €293

Wol. Health Ins C3E3E0 Undelined: I €000 PRSI [Ereglopes]: 12425
Union Dues: €100.07 U ndefined: €0.00 PRSI [Employer): £34.24

Undefined: €0.00 Undefined: €000 Het Pay: €2.357.93

Y Employee Recoid Maimenance

General | Pay Detals | Deductions  PAYE/PRS| Detads | T amsble Benehis |

e |fa PPS number is not available for the employee, enter NONE in the PPS/PRSI No. field.
e The Tax Status is advised by the Revenue Commissioners. For new employees:
o With P45 - Use Temporary.
o Without P45 - Use Emergency.
o The initial PRSI Class of the employee should be selected from the listin the PRSI Code field.
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» Whenthe Locked checkbox is checked, HRPay will not attempt to calculate a PRSI Sub-class for this
employee. The class specified in the PRSI Code field will be used regardless of earnings.

e The Tax Credits field shows the amount by which gross tax is reduced. The label under this field indicates
whether this is a weekly or monthly amount.

e The Std. Rate Cut-Off field shows the level at which the higher rate of tax becomes applicable. The label under
this field indicates whether this is a weekly or monthly amount.

« [fthe employee is exempt from the Health Levy, i.e. medical card holder, etc., the Health Levy Exempt
checkbox must be checked so that the PRSI Sub-class can be correctly calculated.

e The summary YTD information reflects payments made up to the date shown as Up to & Including.

e The fields inthe From P45 section can only be edited when adding a new employee and are used to enter
details from the employee's P45. If the employee does not have a P45 these field must not be altered.

e The remaining fields show the year to date summary for gross pay, deductions, and net pay. When transferring
data from an existing manual or software payroll system, after the beginning of the tax year, the YTD payroll
information can be entered in these fields.

When an employee is being added, all of the Year To Date Totals fields at the bottom of
the screen are enabled and can be edited. These fields are also enabled when an
employee record is being edited until such time as a payslip is created for the employee.
This allows you to transfer year to date details from a manual payroll system if you have
started using HRPay after the beginning of a tax year. However, if it is feasible, you will
become much more familiar with the operation of HRPay if you can take the time to re-
enter each period's data and "build up" the HRPay database to the current payroll period.

To enter/edit an Employee's PAYE & PRSI Details:

1. Click the Edit button to put the record into edit mode, or simply change any of thefieldsand
the record will automatically go into edit mode.

2. Enter the employee's PPS number inthe PPS/PRSI No. field and press<Tab>. If the
employee has not provided a PPS number, enter NONE in thisfield.

3. Select the employee'stax status from the dropdown list in the Tax Status field and press
<Tab>.

4. Select the employee'sinitial PRSI code from the dropdown list inthe PRSI Code field and
press<Tab>.

5. If you have beeninstructed to use theinitial PRSI code for all subsequent periods, regardless of
earnings, set the checkmark in the Locked checkbox and press<Tab>.

6. Enter thetax credit amount in the Tax Credit field and press <Tab>. If the employeeisbeing
paid by month or by quarter, this must be the monthly tax credit. For all other pay frequencies
this must be the weekly tax credit.

7. Enter the Standard Rate Cut-off Point in the Std. Rate Cut-Off field and press<Tab>. If the
employeeis being paid by month or by quarter, this must be the monthly cut-off point. For all
other pay freguencies this must be the weekly cut-off point.

8. If theemployeeisexempt fromthe Health Levy set the checkmark inthe Health Levy Exempt
checkbox.

If the employee has supplied a P45, the next two steps should be completed.

9. Enter the gross pay amount from the P45 in the Gross Pay Prev Emp. field in the P45 panel
and press<Tab>.
10. Enter PAY E amount from the P45 in the PAYE Prev Emp. field and press<Tab>.

If you are transferring year to date payroll data from a manual system or
another software application after the beginning of the tax year, the next step
should be completed.

11. Enter the cumulative year to date amountsfor Gross Pay, voluntary deductions, Tax Credits,
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PAY E, Employee's PRSI, Employee's PRSI, and Net Pay in the 16 fields at the bottom of the
screen. Theonly fieldswhich do not require an entry are any unused deduction categories.
Theonly remaining Y TD information that needsto be entered isthe PRSI Code Summary.
Thisisadded on the Tax Deduction Card page.

12.

Y ou may now savethisrecord by clicking the Save button. However, remember thatif you are

in the process of adding anew employee, the record will not be complete until any Taxable
benefitshave been entered. In addition, if you have been transferring cumulativefiguresfroma
manual system, after the start of the tax year, remember to enter the PRSI Code Summary on the
Tax Deduction Card page. Inthis case, you will also need to enter the accrued holidays on the
Attendance Record page so that holidays are correctly managed by the system.

3.3.2.4.1 Importing a Tax Credits Certificate

Tax Credits Certificates many be entered manually, or imported from the Revenue
P2C file by clicking the Import P2C button which is displayed whenever an
employee record is being added or edited. This causes the following screen to be

displayed.

Initially, this screen only shows the current settings for the selected employee in the
Current Values panel.

=10 x|

[=]j]

i Drapecutt Brcem il i
 Enier g, Fileto Import: [CAROS\IZ34567X TFA
“Current Values:
Teaty I oty Weekly
Standard Riate Cut-off Point: 16,506 €1 40885 £335.12
T.ae Coendits: £2487 E207.2% £47.83

[ ‘Week 1/ Meonth 1 Basis

Total Py froen P45 £0.00

~Hew Values from Tax Certificate File:

[T Ewesnplion asigral Febsl Caze

Total Tax feom P45 I €0.00

Yealy Mosikiy Weekly
Standord Fiate Cut-off Port €00 [ e€2sn®n €653.85
T e Conslits: £3520 €293 €67.70
[ Wesk 1Month 1 Basiz [ Exempliont aginal Rebed Caze
ToalPayYTD: [ €000 Total Tax YTD: £0.00
o' O | X Cancel

o The radiobuttons at the top of the screen are used to specify whether Tax Credits details are to be input
manually, or imported from a P2C file.

e The Fileto Import field must contain the full path and filename for the P2C file. The default file extension is
".TFA". The buttons to the right of the field can be used to locate and display the P2C file.

e The CurrentValues panel shows the current settings in the employee file. (Read-only)

e Thevalues and settings showninthe New Values from Tax Certificate file are what will be applied to the
employee record. They may be imported or entered manually.

o Clicking the OK button applies the new values and settings to the employee record.

© 2003 - 2007 Aquila Technology



54

HRPay - Time & Attendance + Payroll

3.3.2.5

To manually input the Tax Credits Certificate or details from a P45:

1

2.

Click the Enter Manually radiobutton. Thiswill cause the detailsin the Current Value
panel, if any, to be copied to the bottom panel.

Enter the details from the Tax Credits Certificate in the fields in the bottom panel and click
OK.

To import a Tax Credits Certificate:

1

2.

3.

Enter the full path and file name for the P2C file in the File to Import field and click the [
button, or use the I button to locate the file. If avalid P2C fileis specified, and it contains a
Tax Credits Certificate for the selected employee, the following confirmation will be displayed:

x

P> Confirm import of Tax Certificate for:
\-."lr)l
T Year: 2007
Comparry | Reliable Products Limibed
Rieg. No.: 1234567
Employea: Joseph Kenry

fes I L] |

Click Yes to view the details of the Tax Credits Certificate. These will be shown in the bottom
panel.

If the employee has already presented a P45, verify that the Total Pay YTD and Total Tax
YTD are equal to the P45 values. If not, you should contact Revenue for guidance.

Finally, click the OK button to apply the imported details to the employee record.

Taxable Benefits (BIK)

The Taxable Benefits page of the Employee Record Maintenance function is used
to enter details of non-cash payments to employees, such as the personal use of a
company car or van, subsidised accomodation and loans, and payment of club
membership fees, insurance premiums, etc.

Once the details are entered, HRPay automatically calculates the taxable value of
the benefit, and includes this notional pay in the relevant pay period so that the
correct PAYE and PRSI can be deducted.

o Three of the four panels on this screen are shown collapsed and expand automatically, to allow additional

benefits to be entered, when the panel is selected. The panels may also be expanded and collapsed by clicking

on the title of each panel.

When the checkbox next to any benefit is ticked, the benefit is included in payroll calculations.

The first date in this tax year from which a benefit was available to the employee must be entered in the

relevant From Date field..

The last date in this tax year at which a benefit was available to the employee must be entered in the relevant

To Date field.

Company Car or Van:

1.  The vehicle registration number is used for reference.

2. Thetaxrates for cars and vans are different and the type of vehicle must be specified.

3. The original market value of the vehicle according to the Revenue rules must be entered in the OMV field.

4 An annual business mileage range must be selected from the Annual Mileage list even if the vehicle is
only available for part of the year.

5.  Ifapplicable, the total amount that the employee contributes to the running costs of each vehicle should
be entered in the Contribution field.
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e Accommodation
1. The accommodation description is used as a reference.
2. Anannual market rent must be entered in the FMV field, even if the accommodation is only available for
part of the year.
3. The total amount that the employee contributes as rent should be entered in the Contribution field.
e Preferential Loans
1.  The allowable interest rate is lower for home loans and the loan type must be specified.
2. The capital amount of the loan must be entered in the Loan Amount field. If the loan was advanced prior
to the start of this tax year, enter the balance as of 1st Jan.
3. The annual effective interest rate must be entered as a full number, i.e. for 8.5%, enter 8.5.
e Other Annual Benefits
1.  Adescription must be entered for each benefit. Only benefits which are provided throughout the year
should be entered.
2. Theannual fair market value of the benefit must be entered in the FMV field.
o Thethree fields at the bottom of the screen show the total notional pay that results from the selected benefits.
The monthly and weekly figures are averages and will be understated if some benefits are only available for
part of the year.

~¥ Employee Record Maintenance =y =10] x|
r :‘:.I?n. 40 = ﬁ [@ M
SRR EES HEIFEA

Enployes Detads | PaymoentHistoy | TawDeduction Card | AtendanceRecord | Timecard |

Emp. Ho.: ﬁ QI Mame: William Morgan
[® Compary CarVan
Aeg. Mo. Type OMY  Annual Mileage Contribution  From Date To Date
W o133 [ca || €2500000 [c=25000 ][ €000 o200z =] [aazmee =]
| € Accomodation
Description FMY Contribution  From Date To Date
¥ [Apaitment - 57 Woadeigh | e300000 [ €1.00000 (010772003 =] |[Nnn2200 x|
I € Preferential Loans
Loan Type Loan Amount  Interest Rate From Date: To Date:
[T General ¥ Mogage ™ | 0o | x |23z x| |zEnzoe x|
| € Dther Annual Benefils |
D ezcription FWY D ezcriplion FHY
™ |Health Insurance | €000 | | 0.0
Taxable Walwe of Banefits: £5.02.33 f Year | £417.69 / Month £55.35 f Waek
General | Pay Detads | Deduction: | PAYE/PRSI Detals T acsble Benehts |

Company Car or Van.

If an employee has a company-supplied car, or the use of a company van for personal
travel, the benefit should be added as follows:

Set the checkmark in the first checkbox on the left of the Company Car/Van panel.
Typethevehicleregistration number inthe Reg. No. field and press<Tab>.

Select the vehicle type from the two choicesin the Type field, i.e. car or van, and press<Tab>.
Enter the original market value of the vehiclein the OMV field and press <Tab>. (Thiswill
typically bethelist price less adiscount of not more than 10%)

Select the mileage band that represents the annual business mileage of the employee and press
<Tab>. Note that the annual mileage must be used, even if the car isonly available to the
employeefor part of theyear. (Thisfield is not used wherethe vehicleisavan)

6. If the employee makes a contribution to the running costs of the vehicle, enter the amount
contributed, in respect of thisvehicle only, inthe Contribution field and press <Tab>.

AWODNE

ol
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0.

If the vehicle was supplied after the start of thistax year, enter the date on which the employee
took possession, in the From Date field. Otherwise, enter 1st Jan. asthe starting date. The date
can also be selected from the dropdown calendar attached to thisfield.

If the vehicle was returned, or changed, before the end of thistax year, enter the date on which
the usage ended, in the To Date field. Otherwise, enter 31st Dec. as the ending date. The date
can also be selected from the dropdown calendar attached to thisfield.

Theannual, average monthly, and average weekly taxable values of all benefitsmay be checked
in the last three fields of this screen by scrolling the display.

10. Click the Save button to save the details, or the Cancel button to discard the changes.

Change of Vehicle during Tax Year.

If an employee changes vehicles during the tax year, the following procedure is used to
handle the change-over.

1.
2.

Enter the surrender date of thefirst vehiclein the To Date field.

Add the new vehiclein the second line of the panel, using the procedure outlined above. The
starting date, in the From Date field, should be the day after the To Date for the origina
vehicle.

Click the Save button to save the details, or the Cancel button to discard the changes.

Subsidised or Rent-free Accomodation.

If the employee has the use of company-provided accomodation and pays no rent, or a
rent less than the fair market value of the accomodation, the benefit should be added as

follows:

1. Setthe checkmark in the checkbox on the left of the Accomodation panel.

2. Typeabirief description of the accomodation in the Description field and press <Tab>.

3. Enter theannual fair market value of the accomodationin the FMV field and press<Tab>. The
annual value must be entered, even if the employee only hasthe use of the accomodation for
part of theyear. (Thefair market value will either be the actual cost of renting the
accomodation from athird party, or the rent which would reasonably be expected on the open
market)

4. If the employee makes a contribution as rent, enter the total amount contributed in the
Contribution field and press<Tab>.

5.  If the accomodation was supplied after the start of thistax year, enter the date on which the
employee took possession, inthe From Date field. Otherwise, enter 1st Jan. asthe starting
date. The date can al so be selected from the dropdown calendar attached to thisfield.

6. If the accomodation was vacated before the end of thistax year, enter the date on which the
usage ended, in the To Date field. Otherwise, enter 31st Dec. asthe ending date. The date can
al so be selected from the dropdown calendar attached to thisfield.

7. Theannual, averagemonthly, and average weekly taxable values of all benefits may be checked
in the last three fields of this screen.

8. Click the Save button to save the details, or the Cancel button to discard the changes.

Note that certain categories of employment are exempt from taxation on accomodation.
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Preferential Loans.

If the employee is given a loan from the business, either interest free or at a preferential
interest rate, the following steps should be used to record the benefit:

1. Setthe checkmark in the appropriate checkbox on the left of the Preferential Loans panel. Up
to threeloans can be recorded per employee.

2. Select theloan type by setting the checkmark in the General or Mortgage checkboxes.

3. Enter the amount of the loan, or the balance at the start of the tax year if the loan was advanced
before the start of the year, inthe Loan Amount field and press<Tab>.

4. Enter the effective annual interest rate in the Interest Rate field and press <Tab>. Do not
convert thisto adecimal value, i.e. for an interest rate of 10%, enter 10.

5. If theloan was advanced after the start of thistax year, enter the date on which the employee
received theloan, in the From Date field. Otherwise, enter 1st Jan. asthe starting date. The
date can a so be selected from the dropdown calendar attached to thisfield.

6. If theloan wasrepaid before the end of thistax year, enter the date of repayment, in the To
Date field. Otherwise, enter 31st Dec. asthe ending date. The date can also be selected from
the dropdown calendar attached to thisfield.

7. Theannual, average monthly, and average weekly taxable values of all benefits may be checked
in the last three fields of this screen by scrolling the display.

8. Click the Save button to save the details, or the Cancel button to discard the changes.

Other Annual Benefits.

This panel should only be used to record benefits which are provided, and paid for,
throughout the year. For example, if an employer pays VHI or BUPA subscriptions for
employees in a single lump sum, the regulations state that this must be treated as a
taxable benefit in the pay period that the premium is paid.

All four benefits in this panel are treated as annual amounts and are averaged over the full
year for tax purposes. To add a benefit:

1. Setthe checkmark in the checkbox to the left of the selected benefit in the Other Annual
Benefits panel. Up to four general benefits can be recorded per employee.

2. Enter ashort description of the benefit in the Description field and press<Tab>.

3. Enter thefair market value of the benefit inthe FMV field. Typicaly, thiswill be the cost to
the employer of providing the benefit.

4. Theannual, average monthly, and average weekly taxable values of all benefitsmay be checked
in the last three fields of this screen by scrolling the display.

5. Click the Save button to save the details, or the Cancel button to discard the changes.

Benefits that are granted in a single pay period (once-off payments) are handled as part of
the Payslip Entry function.

Warning: Any changes to fields containing monetary values after the associated benefit
has been included in payroll processing will result in incorrect cumulative
deductions and will require manual adjustment at year-end.
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3.3.2.6 Payment History

This page of the Employee Record Maintenance function is purely informational. It
shows the details of every payslip that has been created for the employee in the
current year, including any that have yet to be processed and paid, and shows the
hours that the employee worked in the specified week.

,:.: Employee Record Maintenance

Emp. Mo [0 &| Hame: Michael Gerad 0°Grady

Basic Eamings: £431.54 Pengior:
Hobday P E40.00 PRSA

Sick Pay 000 Yol Hesbkh Ins

Bonus: Uriar Drass:
Commizsaon Unsdefired
Gralyties: Undefired

Diher Tascable Undéshrsed
Fisimbursed Eups Unsdefireed
Other Nore T acabla: Undefined
Gross Pay £471.54 Undefireedt

£23.58
£25.00
£47.95 |
£14.15 |
£0.00

£0.00
£0.00
£0.00

£0.00 ||

PRSI £20.30 |
PAVYE: £10.74
Met Pag: £32964

Week Mo I 1

Faid? |

Date Paid: IEIL"EH f200

~|

e The 10 fields at the top of the screen show the hours worked in the selected week. A more detailed view is
available onthe Timecard page. These hours provide the basis for the payment if the employee is hourly-paid.

o Thepanel at the bottom left shows all of the elements of gross pay.

o Thepanel at the bottom centre shows the voluntary deductions for the specified week.
e Thepanel at the centre right shows the PAYE and employee's PRSI contribution for this week and the actual

net pay, inclusive of any rounding adjustment.

e The Week No. field shows the week to which this payment record applies. To view another week, use the

scrollbar on the right of the screen.

o [f the Paid? box is checked, the payment has been processed. Otherwise itis still pending.
o |fthe payment has been processed, the Date Paid field shows the payroll date.

3.3.2.7 Tax Deduction Card

This page of the Employee Record Maintenance function is largely informational,
showing the details that would normally be entered in a manual Tax Deduction
Card, as shown on the following page. However, if payroll information is being
transferred from another system after the start of the tax year, this page is where
the PRSI Summary for each employee is entered.

o When adding a new employee, the PRSI Summary button allows the number of weeks at each PRSI Sub-class
to be entered. For existing employees, the PRSI Sub-class history is displayed.

e The Tax Deduction Card many be scrolled horizontally to view any columns which are not displayed. If the
Date Paid column shows the word "Pending" this means that the payment has not yet been processed and the

tax deductions may change.

e Aregular Tax Deduction Card is displayed in light yellow. In the case of employees who are being taxed on an
Emergency basis, or a Week 1/Month 1 basis, some columns are meaningless and are "greyed-out".
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A Employee Record Maintenance

|

i el Kol e e | -.:3?| ﬁ‘ | [ﬁ| | =

Employes Detals | Payment History T2 Deduction Card | Atendance Record | Timecard |

|9$9 QI Mame: Jos Paxman
Gross
Pay

W Insurable
Ho. | ‘Weeks
10

Emp. Ho.:

PRSI
Employes

PRSI

Date Total PRSI

Paid Share Contrib. Class
140272003 £21.02 11 A0 E247.26
1 Pending R £38.50 1 foe £351.87

(]

AN

FRsl Summl

5 dEuFr!. )
ibd. Fat
Cutoff Pf'

Cum.
Gross
Pay

s

Viewing & entering the PRSI Summary.

As indicated in the PAYE/PRSI Details topic, when transferring payroll information from
another system after the start of the tax year, each employee's PRSI history must be
entered. This can only be done if no payslips have been created in HRPay for the

employee. The steps involved are as follows:

1 Click the PRSI Summary button to display the entry panel, as shown below.

o @

Delebe | H

|F‘H5I Cuduklm-ﬂu ‘ﬁ'ksl =

G

2. Enter the employee'sinitial PRSI Classfirst. This can be selected from adropdown list when

the cursor is positioned in the PRSI Code column.

3. Enter the number of weeks that the employee has paid deductions at this classin the

Insurable Wks column.

4, Usethe Down-Arrow or the <Tab> key to move to anew blank line and continue to enter
PRSI codes and weeks until the PRSI history iscomplete. If you make amistake, theline can

be deleted by pressing the Delete button.

5. When you arefinished, click the Close button. The entries are automatically saved.
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3.3.2.8

After the first payslip has been created for an employee, the PRSI history cannot be
edited. Clicking the PRSI Summary button will cause the history to be displayed, as
shown below, but no editing is allowed.

FRSI Code|Insuable 'Whs| «
T

A 2

Attendance Record

The Attendance Record page of the Employee Record Maintenance function
contains a copy of the System Calendar for each employee. These "personal”
calendars are updated automatically as timecards are entered for each employee
to show any absences or holidays that have been recorded in the week.

Absences and holidays can also be entered directly on this screen and, when
planned holidays are entered in the calendar, these are automatically included in
the relevant payroll run. This means that payment for holidays is added in the
relevant payroll week without the need for any user intervention.

:: Employee Calendar Mainlenance

sl dalFzl il |

M:mclml:lmd]

Emp. No.:  [o01 &l Hame: Michael Gerard 0'Grady

Wieek| Sunday | Wondey | Tuesdey [Wednesd] Thiasdey | Fodey | Sauday] [a] I preskofnd’
L I d4xn 4 2 | 3 | 4 5 1A Public
sWPe | 7 | 8 | 8 | w | n 2|5 JF Hokday
[] 16 P13 M | 15 6 | 17 | 8 181 g Business
wWWPa P | 2 | 23 | 24 | 5 P Holiday
[ | 18 ;2? 2 | 29 | a | 1 | 2 3 "
18Ws s | 6 | 7 | 8 | 3 10 P
[ | 20 ;11 | 12 | 13 | 1 | 15 | 16 17_|A Hokidaps
21 Wi | 19 | a0 | 2 | 2 | 23 P |y Romahing:
22 s % 27 28 29 30 Ell
Key:

YD YTD YTD
@ 4 Unsdviteddbsence 00 @ 0 FamdyBeresvement 0.0 @ @ Hebds/Shutdown 4.0
O ] Uncedified Sickress 0.0 @ @ Cenified Sickness 0.0 @ 4 Ewcusedfbience 4.0

® -FuDay @ =HaliDay

e The triangles, circles and half-circles may be "dragged and dropped" onto the calendar to change the status of
any day or week.

e The year to date total for each category of absence is dynamically calculated when the calendar is displayed.
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e This panel shows the number of holidays that this employee has available. This number is updated
automatically as payroll periods are processed. To edit the holiday bank, double-click this panel.

Entering/Changing the Employee's Accrued Holidays.

One of the tasks to be completed when transferring information from an existing payroll
system is the entry of the employees' accrued holidays. This function can also be used if
you want to modify the number of holidays for an employee, e.g. adding extra holidays as
a bonus, etc.

1. Tomodify theexisting "holiday bank" double-click the Accrued Holidays Remaining
panel. Thiswill cause an entry panel to be displayed in the corner of the page, as shown below.

i M | Acciued
{ 1] Haolidays
216 17 |A Femaining:
23 2 |y = 24.62

SetupSChange Holiday Bank
1 Set Daps to: [2462
7ok | X Concel

2. Enter the new accrued holidaystotal inthe Set Days to field and click OK.
3.  Theentry panel will then close and the updated holidays will be displayed in the Accrued
Holidays Remaining panel.

Changing the Status of Calendar Days.

1 The simplest way to change the status of any day, isto use"Drag & Drop". Simply click on
any of the coloured shapes and, keeping the mouse button pressed, drag the shape to the day
you want to change. Then release the mouse button to drop the shape on the sel ected day.

2. Alternatively, you can right-click on any day in the calendar and thiswill cause the context
menu to be displayed, as shown below:

Absert - Full Day
Bbeank - 3 Day
Eucused - Full Day
Excused - 4 Day
Urcertified Sxckriess - Full Day
Urecerifed Sickness - 4 Day
Famiy Beseavement - Ful Day
Famiy Beseavement - % Dy
Cestified Sickness - Ful [ay
Ceslified Sickiness - 4 Dy
Holidayy - Full Day
Hobday - ¥ Day

& Hommal Wking
‘Wiealk-E nd/Mon-Working
Pubkc Holiday
Buzirass Hobday

The context menu indicates the current status of the day with abullet symbol. To change the
status of the day, simply click the desired entry in the menu.
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3.3.2.9

Changing the Status of Calendar Weeks.

1 Follow the same procedure asfor individua days, but drop the shape, or right-click, on the
number of theweek in the Week column.

2. Notethat any daysthat are marked as Week-End dayswill not be changed. To changethese,
usethe procedure for individual days.

Changing the Status of a Day for the Full Year.

Note: This can only be used to change the day to a Working Day, Week-End Day, Public
Holiday, or a Business Holiday

1 To change aday to aworking day, right-click on the name of the day to be changed. Thiswill
cause the context menu to be displayed.

2. Click Clear to Working Day. Thiswill causethat day to be set for aworking day for all
weeks.

3. To set aday asaWeek-end day, Public Holiday, or Business Holiday, you can use the same
procedure, or you can "drag and drop” the required coloured triangle on the name of the day
to bechanged. All weeksinthe calendar will now show that day asthe type you selected..

Timecard

The Timecard page of the Employee Record Maintenance function is purely
informational. It shows the details of every timecard that has been created for the
employee in the current year. This is a read-only screen and none of the
information displayed can be edited.

For further information about this screen see the detailed description in the Timecard Entry
function.

,'E,’E_Ern:-lwae Record Maimenance
o | N | BB GR R | 25 ZIEN I |
Employes Dietais | Payment History | Tax Deduction Card | Attendance Record Ti'fmdl
Emp. No.:  [005 Q| Mame: Jill Bloggs %
Diay |Date | Timme in |Time 0wt || Tive In | Tine Out || Time ln | Time 0w [ Tolal Hows [=]
| | Sunday 23/0272003
| |Monday 2470252003 0f:00 1755 9.92
|| Tuesday 25/0272003 07:43 1000 10:30 13200 1340 1755 9.03
| | ‘wednesday 26/02/2003 0754 0955 10:2% 1253 1340 1755 B.73
|| Thureday 2R 0272003 08:12 0%5%3 1020 1300 1330 1755 8.87
| | Friday 28/02,2003 0f:13  10:00  10:40 1300 1345 1755 B.28
_P_ Saturday 01./03/ 2003 10:300 1330 3=
1 [ - I - [ r |
Key: Basic Hours: ]
Ovestime Houwrs 1: 883
Unadvizad Abzence Famidy Beveavement Oweirtime Howrs 2- L]
Uncartited Sickness Cestified Sichness Overtime Hours 3: 0.0
Excused Ahsence Helidasp/Shutdown Sickness Hours: 0.0
Haoliday Hours: 0.0
Tatal Hours: 47.83
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3.3.3 Employee Calendars

This function is used to view the Attendance Record page of the Employee Record
Maintenance function without showing any of the other details in the employee
record.

See Section 3.3.2.8 for further details.

3.3.4 Timecard Entry

The Timecard Entry function is used to record time and attendance data for each
employee. If the employee is hourly paid, or eligible for overtime payments, this
information forms the basis of his/her payslip.

Even if the employee's payment is not based on hours worked, this function can
be used to comply with Working Time regulations and as a basis for absenteeism
and holiday management.

To view, or edit, the employee timecards select the Timecard Entry item in the People
menu. This will cause the following screen to be displayed.

“% Time Casd Entry
,:'.I?. :Ap'.-
iﬁ fre | 7ir | e
[Timecad Enity || Paysto Eniry |
Employee No: [05 | Name: Jil Bloggs
Faproll Week: g j From: 23/02/2003 To: 01/03/2003
Day | Time In| Time Out| Time In|Time Dut] Time In| Tine Out]Total Hows|+
|| Sunday
|| Monday 0E:00 1755 a9z
| Tueszday 07:43 100 10:30 13:00 1340 17:55 403
| |Wednesday  07:54 0955 135 1253 1340 1RSS5 ]
|| Thaarzday oe:12 o353 10020 1300 13:30 17:55 887
| |Friday 08:13 1000 1040 1300 1345 1755 8.28
|| Saturday 10:30  13:30 27|
Key: Bazic Hours: 8.0
Owedtime Hours 1 2.83
@ 0 Unadviseddbeence @ 0 Famdy Beieavement  (yedtime Hours 2 0o
2 0 Unceriied Sicknes: @ @ Ceified Sickness Ovetime Hours & 0.0
® 0 Excusedibsence @ 0 HobdsShubdown Sickness Hours: 0.0
Holiday Hours: 0.0
@ =FullDsy @ =HaliDsy Total Hours: 47.83

Note: If you have chosen any day other than Sunday as the first day of the week, the grid will be slightly different
from that shown in this image.

o Use the lookup button to select an employee and view/enter timecards. The navigation buttons at the top of the
screen can also be used to move from one employee to another.

o The Payroll Week field shows the number of the week that is currently being displayed. Use the Up/Down
"spinbutton” to scroll through the weeks.

e The starting and ending dates of the selected week are shown above the time grid..
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e Starting and finishing times, in 24 hour clock format, are entered in the timecard panel. Every Time In entry
MUST have a matching Time Out entry. Alternatively, the total number of hours worked in each day can simply
be entered in the Total Hours column.

o The coloured circles and half-circles can be "dragged and dropped" on any day to indicate absences.
e Theinitial analysis of the hours worked is calculated automatically, using the various rules and parameters for
overtime, holidays, sick leave, etc. If necessary, these can be adjusted as part of the Payslip Entry function.

To enter or update a Timecard:

1 If the required employeeis not selected, use the lookup button, or the navigation buttons, ta
select the employee. A timecard will then be displayed for the week specified in the Payroll
Week field.

2. To changeto adifferent week, use the "spinbutton” in the Payroll Week field to scroll
backwardsor forwardsintime.

3. To enter start and finish times, enter the timein 24 hour format in the Time In and Time Out
fields, i.e. to enter a starting time of 8.15am, type 0815, to enter afinishing time of 5.30pm,
type 1730, etc. Do not enter any separator between the hours and the minutes, the system
will automatically insert this.

4, When the timesfor any day have been fully entered, there must bea Time Out entry for each
Time In entry, otherwise the Total Hours will not be calculated correctly.

5. If you prefer, you can just enter the total hours worked for each day in the Total Hours
column. Thismust be entered asadecimal value, i.e. for 9 hours and 15 minutesthe entry
would be 9.25.

6. To indicate that this employee has been absent for aday, or part of aday, click on the
coloured circle/half-circle that represents the absence type and, keeping the mouse button
pressed, drag the shape to the day you want to change. Then release the mouse button to drop
the shape on the selected day. Alternatively, you can right-click on any part of the day in the
grid and thiswill cause the context menu to be displayed, as shown below:

Abgert - Full Day
Abgent - 4 Day
Escused - Full Day
Encused - M Day

Uncertiied Sxckness - Full Day
Urcertifeed Sckness - 4 Day
Famiy Beseavament - Ful Day
Famidy Bespavemant - 4 Day

Cestihad Sackness - Full Duay
Ceslified Sickness - 4 D
Holidagy - Full Dray
Holiday - % Day

® Honmal 'wedking

The context menu indicates the current status of the day with abullet symbol. To changethe
status of the day, ssimply click the desired entry in the menu. The change will be shown in the
timecard by changing the colour of the entry fieldsfor the selected day. If you want to
change the status of any day back to anormal working day, the Normal Working entry in
thismenu reversesthe change.

7. When the timecard has been updated, click the Save button. If the employeeishourly-paid,
the system will ask if the paydlip for this week should be updated, as shown in the dialog on
the next page.
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\'»;:'I) Lipdate Paysip?
i Ho |

In this case, the paydlip is generated from the hours entered in the timecard. If all hoursfor
the week have been entered, you should answer Yes to this question so that the payslip is
based on up-to-date information. However, if you are updating the timecard on adaily basis,
it doesn't really matter whether you update the payslip every day, aslong as you do so at the
end of the week.

Note: If you make manual adjustmentsto the hours on the payslip, using the Paydlip Entry
function, these changes are over-written if you update the payslip from the timecard at alater
time.
Deleting a Timecard.
If the Delete button is enabled, the timecard may be deleted. A timecard may only be
deleted if the associated payslip has not been processed. Deleting a timecard also
deletes the payslip.

Notes regarding absence days:

. If a half-day absence is entered for any day, any times in the Time In and Time Out
fields will remain unchanged.
. If a full-day absence is entered for any day, any times in the Time In and Time Out

fields will be cleared. However, times can be re-entered in these fields after the day
has be changed to a full-day absence.

. The totals at the bottom of the screen include hours for holidays and absences only
if the parameters specify that payment is given and the employee has not exceeded
any limits.

. All absences added to a timecard are automatically reflected in the employee's

calendar (Attendance Record).

3.3.5 Payslip Entry

The Payslip Entry function is used to review and, if necessary, modify the payment
details that are automatically generated by HRPay. Payslips can also be
processed and printed individually using this function. It can be used in a number
of ways, as follows:

1. For employees paid on an hourly basis:

e If the Timecard Entry function is being used, it is only necessary to enter the
shift number, callout hours, and any payments that are not related to hours
worked, such as bonuses, gratuities, etc.

e If the Timecard Entry function is not being used, the shift number and hours
worked in each category must be entered in addition to any payments for
bonuses, gratuities, etc.
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2. For employees paid on a salary basis:
e The basic salary is entered automatically. However additional payments may
be entered for bonuses, commissions, expenses, etc.
3. For all employees:
e If in receipt of disability benefit, the amount received and the eligible days
must be entered.

At first, this may seem complex. However, in the majority of cases, the
automatically generated payslips will not need any modification.

To view, or edit, the employee payslips select the Payslip Entry item in the People menu.
This will cause the following screen to be displayed.

% Time Card Enr.ry-

Timecard Entry *iﬂ'.. W“M? I
Employes No.: [0 3] Mame: Michael Gerard 0'Grady = Paid?

Week No.: I—3i|| Basic Eamings: £45218 Penzion: I £2311
ShiltHo.: [ 0 Holidoy Pay: [ €000 pASA: [ €m0
Basic His: [ 39 Sick Pay: [ €000 Vol Healthlnz|  £47.55
Ovetime Hrs 1: [ 1575 Bonus: Union Dues: | €387
Ovedtime His 2: [ 1% Commission: [  Undefined: €0.00
Overtime His 3: [ Gratities: | Undefined: [ €000
Callout His: [ Other Taxable: [ Undefined: £0.00
Shutdowen Hrs: I_ Aeimbursed Exps: I_ Undefined: IW
—

Holiday His: Other Mon-Taxabbe: Undefined: 0,00

Sickness Hrs: I 0 Gross Pay: £46218 Ureidefimed: £0.00

Final Pay Chaque [ Dis. Ban./Daps: r PAYE: €897

Insurable PRSI F Employes I_ PRSI:I E19.76
Wesks: Class: PRSI: NetPay: [ 632352

e The Shift No. field is initially set to O to signify that there is no shift premium. Changing this field to 1, 2, or 3
will cause the shift premium for shift 1, 2, or 3 to be added to the basic earnings.

e The remaining fields in the left-hand column show the hours from which the payslip is calculated. For hourly-paid
employees, the hours worked are automatically taken from the timecard, if this feature is being used. These
hours may be modified on this screen. For employees who are not paid on an hourly basis, these fields are
disabled.

« Ifthe employee is leaving and this is the final payslip, setting the checkmark in the Final Pay Cheque box will
calculate holiday pay for all remaining accrued holidays and add this to the gross pay.

o These fields inthe centre column show the elements of gross pay. Additional payments can be added and
existing amounts can be modified. Reimbursement of non-taxable expenses is handled by entering the amount
in the Reimbursed Exps. field.

e To have the system automatically handle the taxation of state disability benefit, enter the amount of disability
benefit received in the period and the number of days for which it was paid in the two fields labelled Dis.
Ben./Days.

e The first 10 fields in the right-hand column show the various voluntary deductions that are to be deducted.
These fields cannot be changed on this screen, any changes must be entered in the Employee Record
Maintenance function.

e The PAYE and PRSI fields show the PAYE and PRSI that has been calculated for this payslip. These cannot
be changed.
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The net pay after all deductions is shown in the b field. This can be changed! When this field is changed, the
system calculates a gross pay amount that will result in the specified net pay.

The number of Insurable Weeks will typically be 1 for weekly-paid employees, unless the payslip includes
payment for holiday periods. For monthly-paid employees this number will be 4 or 5. This field cannot be
changed.

The PRSI Sub-class that applies for this period is shown in the PRSI Class field. This field cannot be changed.
The employer's PRSI contribution for this payslip is shown in the Employers PRSI field. This field cannot be
changed.

The payslip that is currently displayed can be processed by clicking the Pay It! button. This is not reversible.
To see a preview of the printed payslip at any time, click the Payslip button.

Before making any changes to a payslip, verify that you are viewing the payslip for the
correct employee and week:

1

If the required employee is not selected, use the lookup button, or the navigation buttons, to
select the employee. A payslip will then be displayed for the week specified in the Payroll
Week field.

To changeto adifferent week, use the "spinbutton” in the Payroll Week field to scroll
backwards or forwardsintime. Notethat, if you select aweek for which no timecard has
been entered for an hourly-paid employee, the payslip will only show deductions.

IMPORTANT NOTE:

Changes made to a payslip are processed from left to right and top to bottom, i.e.
changes to any field in the left-hand column will recalculate the center and right-hand
column and changes to any field in the center column will recalculate the Gross Pay and
the PAYE, PRSI, and Net Pay fields. The only exception to this is when a payslip is
recalculated as part of the "net to gross" process.

Entering or changing the hours worked (Hourly-paid employees only).

1

2.

If the employee has worked a shift, enter the appropriate shift number in the Shift No. field
and press<Tab>.

Enter, or modify, the actua hoursworked in the Basic Hrs, Overtime Hrs 1, Overtime
Hrs 2, and Overtime Hrs 3 fields, using the <Tab> key to move from onefield to the next.
Asyou enter values, the Basic Earnings field in the centre column will show the amount
earned and the paydlip will be recalculated.

If the employee has been on standby and is entitled to payment for this, enter the number of
hoursin the Callout field and press<Tab>. The Basic Earnings field in the centre column
will show the additional amount earned and the payslip will be recal cul ated.

If Shutdown (Business Holiday), Holiday, or Sickness hours need to be entered or
modified, enter the appropriate valuesin these fields, using the <Tab> key to move from one
field to the next. Asyou enter values, the Basic Earnings, Holiday Pay, and Sick Pay
fieldsin the centre column will show the amounts payable and the payslip will be
recalculated.

If thisisafinal payslip for an employee who isleaving, set the checkmark in the Final Pay
Chegue box. A message will then be displayed to inform you that the holidays are being
adjusted. The additional holiday pay will then be added to the Holiday Pay field and the
paydlip will be recal culated.

The payslip may now be saved by clicking the Save button. If the Cancel button is clicked,
al changeswill be discarded.
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Changing and adding payments.

1.

Changes may be made to any of the green payment fieldsin the center column by typing a
valuein afield and pressing <Tab>. The reasoning behind thisisto allow you to add
paymentswhich are not part of normal wages and salaries. As payments are added or
modified, the paydlip isrecal cul ated.

The Gross Pay field may be edited, but this does not make sense unlessthat isthe only
payment field which is being used.

To pay any non-taxable amounts, the Reimbursed Exps field or the Other Non-Taxable
fields should be used. Entriesin any other payment field are treated as taxable pay.
Changesto gross payments must be saved by clicking the Save button. If the Cancel
button is clicked, all changeswill be discarded.

Handling Disability Payments.

1

3.

If an employeeisin receipt of disability payment, the amount received should be entered in
theleft-hand Dis. Ben./Days field and the number of days covered by the payment should be
entered in theright-hand field.
The number of days entered should not include the waiting days, which are not paid, and
must include all daysthat the benefit ispaid. The system will make the adjustment for the
tax exempt days.

Remember to save the payslip after you enter these values.

Generating Net to Gross Payslips.

In some businesses, employees are quoted a "take home" pay as a salary or wage. This
means that the employer has to "gross up” the net pay to allow for PAYE and PRSI. The
process for doing this is simple:

1

N

If the payslip does not have any pay elements, enter any valuein the Basic Earnings field,
but preferably avalue which is close to the net amount that you want to pay, and press
<Tab>.

Moveto the Net Pay field, using repeated <Tab>sor simply by clicking in the field.
Change the calculated value in the Net Pay field to the amount you want to pay and press
<Tab>. Thefollowing dialog will then be displayed.

0 } Calculsle Giogs from Net Pay?

=« |

Confirmby clicking Yes. After ashort delay, the Basic Earnings field will be updated to
show anew gross amount. The delay will depend on the difference between the original net
amount and the desired net amount. Thisiswhy it isbest to start with a basic earnings figure
that is close to the desired net pay.

Click the Save button to save the modified payslip. Note that this process can be applied to
any paysdlip, even those which were originally generated from the hours on the timecard.
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Previewing a Payslip.

HRPay allows you to see a preview of the payslip at any time by pressing the Payslip
button at the top of the screen. An example of the preview is shown below.

Reliable Products plc

=y o X tvichadl Gerard O'Grady SISV
Nomal €3700.00 €3800

Haiii by Rate:

Earmn g% Theig Pericdd
Regular Pay 45218
Total Taxable Pay: 45218
Gross Pmys 45218

B e ours: ]

I 00T 1 Hrss IR O 2 Hrs: 1300 Celppsd i Dud0
o0 000 - B

Pension: 2341 E218 || Gross Paw 1.35342
PRSA: 2500 TE00 || - Abvwable Deds 14318
Vol. Health ins 4795 14385 | Taxable Pay: 122024
Urslon Bues: 1387 40 || Std Rate Cut O A3 E2
PAYE aar 2250 | Tax & 20%: 24405
PRSI 1976 STAT || Tax f 42%: frics]
Gross T 23405
« T, ot il e
let Tax Payable: il
Inaviable Weakas 3
PRSI (Employes) s7.47
PRSI [Emphoyer i: 13118

f PR  Employer Pencion: PREICIass: Roundingbd:  Rounding of
D [__omQ 000
b

MNet Pay:

s g 0 T Rapsi g Taiers gy

rl

To clear the preview press any key or right-click the preview.

Note that, unlike some other payroll systems, thisis notarepresentation of what you might getif you buy
custom stationery. Itis theactual fully formatted payslip that will be printed on plain paper!

Processing a Payslip.

1

If apaydipiseligiblefor processing, i.e. there are no unprocessed paysdlips for the employee

prior to this period, the Pay It! button will be enabled. When this button is clicked, the
Payroll Calendar isdisplayed:

Set Paproll Date HE h

rﬁ March 2003 n
Wh | Sun Mon Tue Wed Thu Fri Sal

m|2 3 4 5 & 7

s W 1 12 13 14 18

12018 17 18 19 20 &G =2

IEN - I T A

4|3 @1 1 2 4 5
Bitedw | ook | X comcel|
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This calendar allows you to set the payment date which will be used in the Tax Deduction
Card and in any EFT fileswhich are sent to the bank.

2. Select adate and click OK to proceed. If the date istoo early, the system will warn you and
give you the choice of cancelling or proceeding.

3. If you continue to process the payslip, it isthen displayed in apreview screen, from whichi it
can be printed.

4, Notethat this process can only be reversed by restoring from abackup. You did make a
backup...didn'tyou?

3.3.6 User Access Control

When HRPay is started for the first time, all of the functions and reports can be
accessed by any user. As you add employee details to the system, we
recommend that you restrict access to the system by using the User Access
Control feature.

This feature allows you to restrict access on a screen by screen basis. If a user
does not have access rights for a specific function, that function will not be
displayed in the menu. If, for example, you want all employees to be able to enter
their start and finish times and plan holidays, you can give them access to just the
Timecard and Employee Calendar functions.

To view, add, or edit, the access records select the Access Control entry in the People
menu. This will cause the following screen to be displayed.

=

Chss

2] x|
Fol2l
UseriD: [ 3 Passward |

SRb
s

r&

» R 220 &

Access Privileges:

[7 Company Details | P Access Control
[Z System Calendar I
[+ Dweitime & Shilt Rules

[ Holiday & Abzence Rules

[+ Tax Tables

[ PRSI Tables

[+ Pension/PRSA Rules

[ Pension/PRSAMn:. Providers

Payroll Processing

Print Payshps

Print Chegques

Bank & Cash Payments
Enter P30 Payments

Enmler Pension Payments ele.

AU

Aevenue Reporting

C50 & DSFA Reporting
Fayroll Reporting
Pension/PRS5AAns. Reporting
Time & Attendance Reporting

[+ Employes Records
[ Employee Calendars
[+ Timecard Entry

[+ Paypslip Entry

e e e s Y

Backup Company
Restore Company
Link to Card Reades

Uncheck any box 1o prevent access

== 7

e The User ID can be any six characters. If an employee is selected using the lookup button, his/fher Employee
ID is used as the User ID. When adding/editing a record the lookup button lists employees. When viewing

records it lists existing users.
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e The Password can be a maximum of six-characters. This is displayed on this screen but is not displayed when
the user is logging in to HRPay.

e Theuser Name is taken from the Employee Records if the user is an employee. If the user is not an employee
the name is entered when adding or editing the access record.

e The panel to the right to the entry fields shows the number of User Access Records that have been created. If
no records have been created, the system is freely accessible to all users. Access to the system will be
password controlled if one, or more, records have been created.

o Setting the checkmark for any function or report group enables access for this user. Clearing a checkmark
hides the function or report group from the user, prohibiting access.

User access records can be created for any User ID, i.e. they do not have to be defined as
employees in HRPay. This allows you to provide access to people who are not on the
payroll.

Obviously, the first record that you set up should be for system management purposes
and should provide access to all screens. Take a note of the User ID and the Password
that you enter in this dialog, and keep it in a safe place, as you will need them to get back
into HRPay in the future.

Adding a User Access Record.

1 Click the Add button. The cursor will then be positioned in the User ID field and the
lookup button will be enabled to allow you to select from alist of existing employees.

2. Select an Employee ID from the dropdown list that is displayed using the lookup button, or
enter any code of your choiceinthe User ID field and press <Tab>. The code can be up to
6 charactersin length.

3. Enter your chosen password in the Password field and press<Tab>. Again, thiscan be up
to 6 characterslong.

4, If you have selected an existing employee, the Namefield will be automatically completed.
Otherwise, you can enter up to 40 charactersin thisfield.

5. Uncheck any functions which should be hidden from this user, using the Spacebar to
check/uncheck and the <Tab> key to move from function to function. Alternatively, usethe
mouse to uncheck the functions you want to disable. Notethat, if thisisthefirst record to be
added, or if you are editing the access record for the current user of HRPay, the Access
Control function cannot be disabled. Thisisan intentional restriction to prevent you from
accidentally disabling the Access Control function completely.

6. To add the new record, click the Save button. If thisisthefirst access record to be added, a
message will be displayed to confirm that accessis now restricted. Therestrictionswill apply
when HRPay is next started.

Deleting User Access Records.

There are some built-in safeguards when deleting user records to prevent you from
accidentally locking yourself out by disabling the User Access function:

1 If there is more than one access record, you cannot delete the record for the current user of
HRPay. Thisisbecause this may be the only user who can run the User Access function.
Other records can be del eted without restriction.

2. If thereisonly one accessrecord, deleting it will completely remove accessrestrictionsfrom

HRPay.
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3.4
34.1

3.4.2

3. If the displayed record can be deleted, clicking the Delete button will immediately delete the
record. If thiswasthe only access record, amessage will be displayed to warn that access
restrictionshavebeenremoved.

Warning: Keep arecord of the User ID and Password that provide access to the
User Access Control function in a safe place. All of the database files in
HRPay are encrypted for security and you will not be able to recover the
User ID and Password, if you lose this information

In the event that you lock yourself out of HRPay, you will have to contact
Aquila Technology to recover your access information from the
encrypted database.

Processing Menu

Overview

The Processing Menu contains all of the functions that one would associate with
the "payroll run”, including processing and printing of payslips, generating bank
files, printing cheques and giros, and analysing the coin and note requirements for
cash pay packets.

This menu also contains functions to record payments to the Revenue
Commissioners and to pension and health insurance providers.

The Processing Menu contains the following entries.

E Attehdance + Payroll

aple | Processing Reports  ‘Window  Help J
N
E

Fun Payrall

Print Payzlips
Print Chegues

Bank Giro Paymentz

Enter P30 Payments
Bank EFT Payment
Enter Scheme Payments il EPUIEIE 4

Run Payroll

Although payslips can be processed and printed using the Payslip Entry function,
this can only be done for one payslip at a time. The Run Payroll function allows
multiple payslips to be processed in batch mode and also generates the EFT file
for electronic banking if any employees are to be paid in this manner.
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To begin payroll processing, select the Run Payroll item in the Processing menu. The
Payroll Calendar will then be displayed, as shown below, to allow you to specify the
effective date for payments.

SetPoyoiooe @]
@ March 2003 n

Wk Sun Mon Tue Wed Thu Fri 5al

i 4 5 8 7

MW 1N 12 13 14 1§
% 17 1@ 19 2 Ep =
PCI . R -
14130 3 ; § 5
Biredw | ok | X conce

When the payroll date is confirmed, the following screen will be displayed.

¥ Pagroll Proceszing

Pagroll Date: | 2170572003 =

Period to Process: |3 Eligible Payments
E: oProcess: [5 3] Up To This Periad
ID:  Mame: Paid Up Tac Period: Guosz Pay:  Met Pay: m

{001 Michael Gerard D'Grady ZmE | 9 G130 | - B |
{004  Geraldine Anne DFelly MAS/200% | 9 £10000 657400 | F O [
{005 JaBloggs I cMETd %0 | 7

e The Payroll Date is used in the Tax Deduction Card and in the EFT file which is sent to the bank.

o All eligible payslips from the start of the year up to the period specified in the Period to Process field are listed
in the grid. A payslip is eligible for inclusion in the listing if it has not been processed, is paid by bank transfer
and hasn't yet been paid, or has been processed but has not been printed.

e The textlines of the grid show the summary details of the payslip including, employee name, pay period, gross
pay, and net pay.

e Setting the checkmarkinthe Process Payment checkbox includes the payslip in the processing run. If the box
is "greyed", the payslip has already been processed.

e Setting the checkmarkinthe Includein Bank File checkbox will include this paymentin the EFT file when the
Bank button is clicked.

o If the Print Payslip checkbox is empty, the payslip has already been printed but it may be checked to enable
reprinting of the payslip. Note that a payslip should not be regarded as valid until it has been processed.
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o Clickingthe Process button starts the processing of all payslips that have a checkmark in the Process

Payments checkbox.

» Clickingthe Bank button starts the process of generating a bank EFT file for all payslips that have a checkmark

inthe Includein Bank File checkbox.

o Clickingthe Payslips button causes all payslips that have a checkmark in the Print Payslip checkbox to be

displayed in a preview, from which they can be printed.

When this screen is initially displayed, it lists all employees who have unprocessed
payslips, unbanked payments, or unprinted payslips prior to this period.

Note: Payslips should be processed before printing as the processing activity verifies the

calculations that generated the payslip and may result in changes to the final
payslip.

To Process Payslips:

1

2.

4.

Select the payslips which are to be processed by setting the checkmark in the Process
Payment box for each paydlip.

Click the Process button. The system will then cycle through the selected payslips and the
listing will be refreshed as each payment is processed, giving a"flickering" effect. Although
we could have frozen the display during processing, we decided that it isasimple way of
letting you know that "something is happening”

When the processing is finished a message will be displayed showing the number of
payments processed, the total gross value of the payments, and the total net value of the
payments.

The Process Payment box for the payslips that have been processed will now be "greyed".

To Create the Bank EFT File:

1

Select the paymentsthat are to be included in the EFT file by setting the checkmark in the
Include in Bank File box. This can not be done until the paydlip has been processed and can
only be done for employeeswho are paid by bank transfers.

Click the Bank button. Thiswill cause the following entry panel to be displayed.

Bork FieDetis — |
X |==H| &

Concel | Save | W

Payment Date: | EE/05/2003 'I

File Ho.: 1 —
Reference: |
File Name: [D:\PayrolliBank DutB i\ 23052003 EFT EI

¢ The Payment Date isthe same asthat entered on the previous screen and may be
changed. Thisisthe effective payment date that the bank will use for the transfer to the
employeeaccounts.

e TheFile No. isspecified by your bank.

e The 18 character text in the Reference field will be shown on the bank statements.
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e Thefilenameisgenerated from today'sdate. Thiscan be changed, but the .EFT file
extension must not be changed.

o If youwishto savethefilein an aternative folder, this can be done by typing the folder
namein the File Name field, or by choosing afolder using the button next to thisfield.

3. When you have entered the Bank File Details, click the Save button to proceed. Thefile
will then be created and amessage will be displayed showing the number of payment records
in thefile and the total value of the payments.

This function is very flexible. You can create a bank file as many times as you like. For
example, if you create a bank file and then realise that you forgot to include an employee
in the file, you can re-create the file again. However, once you transmit a file to the bank,
you should mark those payslips as fully paid using the Bank EFT Payments function in
order to prevent them from being included in a subsequent transmission.

Printing Payslips.

When payslips have been processed the payslips should be printed for the employees.
This can be done in a number of functions in HRPay, and the process for doing it in this
function is as follows:

1. Setthecheckmark inthe Print Payslip box for the paydlips you wish to print.
2. Click the Payslips button. Thiswill cause the selected payslipsto be shown in apreview
window, as shown below, from which they can be printed.

] Proview

to: EEHE AKX X

H=l E3

Raliable Products plo
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3.4.3

Print Payslips

Payslips may be printed at the time that a payslip is processed in the Payslip
Entry function, or in the Run Payroll function. They may also be printed at any
other time using the Print Payslips function.

This function also allows payslips to be re-printed for any number of periods and
employees.

When the Print Payslips entry is selected from the Processing menu, the following
selection panel is displayed.

20
2&lg

: T
| From Perind: | —

To Pesiod: =
From Employee: ||I|1 (_l!
To Employes: |33EI g
| ~Print on: 7

&+ Plain " Preprinted |

Selecting the Payslips to Print.

1. Usethe "spinbutton™ in the From Period field to indicate the starting payroll period for
which paydlips areto be printed.

2. Usethe "spinbutton™ in the To Period field to indicate the final payroll period to be included
in the selection.

3. Enter the Employee I D from which to start in the From Employee field, or use the lookup
button to select an employee.

4, Enter the Employee ID at which to end in the To Employee field, or use the lookup button
to select an employee.

5. If you are using preprinted paydlips set the Preprinted radiobutton. Otherwise, leave the
setting as Plain.

6. Click the Print button. The payslipswill be displayed in the preview screen, as shown
on the next page.
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_ Praview HEE

e S AN X

Note: By adjusting the size of the Preview window and zooming out, multiple pages can be viewed.

7. Click the printer button at the top of the preview to print. Y ou can also save the paydlips, as
an FRP report, by clicking the floppy disk button.

3.4.4 PrintCheques

If any employees have opted for payment by cheque, you may print the cheques
directly from HRPay, as long as you have suitable cheque stationery. You are not
limited to a specific cheque layout and you are not obliged to purchase your
cheques from any specific supplier.

When the Print Cheques entry is selected from the Processing menu, the following
selection panel is displayed.

Cheque Print

This is almost identical to the Print Payslips function, with one very important exception.
The Layout button at the top of the panel allows you to define the cheque layout. When

this button is clicked, the following screen is displayed:
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Cheque Fields Lapout EE
Chosa H$

Cheqgue Field Top Leit  ‘Width
Poyee Nome: ( 7
Draka: a0 180 30
100,000 Column: 50 50 20
10,000 Column: 50 T 20
1.000 Column: 50 a0 20
100 Column: 50 110 20
10 Column: 50 130 20
Unitz Column: 50 150 20
Cents Column: 50 170 20
| Monetary Amounl: | 190 0 =]
All dmensions aie 0 mm

Hopefully, we have designed this screen in such a manner that you will find it simple to
use. Using a blank cheque as a model, and a ruler with divisions in millimeters, measure
the distance from the top edge of the cheque to the top of each cheque field listed above
and enter the results in the Top column. Repeat this process for each field, measuring
from the left edge of the cheque to the left of each cheque field and enter the results in the
Left column. Finally, measure the horizontal space taken up by each cheque field and
enter the results in the Width column. When you have finished, close this screen to return
to the Cheque Print selection panel.

Selecting the Cheques to Print.

1

2.

Usethe "spinbutton™ in the From Period field to indicate the starting payroll period for
which cheques are to be printed.

Usethe "spinbutton™ in the To Period field to indicate the final payroll period to be included
in the selection.

Enter the Employee ID from which to start in the From Employee field, or use the lookup
button to select an employee. Only those employeeswho have opted for cheque payment will
bedisplayed.

Enter the Employee ID at which to end in the To Employee field, or use the lookup button
to select an employee. Again, only those employeeswho have opted for cheque payment will
bedisplayed.

Click the Print button. If there are processed paydlipsthat are eligible to be paid by cheque,
the cheques will be displayed in the preview screen, as shown below. However, if thereare
no processed payslips for employeeswho are paid by cheque, the system will display a
message stating that there is nothing to be printed.

© 2003 - 2007 Aquila Technology



Processing Menu 79

3.4.5
3.4.5.1

_ Praview H=E

o S AN X

TRAS0

WED TN

Page 1 [ H

Click the printer button at the top of the preview to print. It isadvisableto print one pageto
plain paper, and check that the fields are positioned properly, before printing a batch of
chegues on your cheque stationery.

When the cheques are printed and the preview screen is closed, the following query will be

displayed:

@ Did all choques pink comectl?
= |

If youanswer Yes to this question, the payslips will be marked as paid and the cheques
cannot be printed again. However, if you answer No, the payslips will remain in an unpaid
status and you may reprint cheques later.

Bank & Cash Payments

Cash Payments

Although the cash pay packet is not as common as it once was, it is still a feature
in many businesses. The Cash Payments function is primarily intended to record
the fact that such payslips have actually been paid and not just processed. To
assist you in "making up" cash pay packets, this function also analyses the coin
and note requirements for filling pay packets.

When the Cash Payments entry is selected from Bank & Cash Payments sub-menu of
the Processing menu, the following screen is displayed.
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¥ Cash Pagment Processing

=&

From Emploges: [001 (| From Pesiod: [10 <]

Close | a1 cﬂxﬁﬂ

To Emplogee: |53 3' To Pesiod: |1

1 =
e
=

Emp. .
- Hame: |Period: HNet Pay:
59 Jow Pawmen 0 C245.00 |
00 Mane Rushe " £311.00 I

=
Cash Analysiz: .

E200€100 €50 E20 €10 €5 €2 €1 <50 <20 10 5 2 el

Thiz papshp:| 1 | | 1 1|1 | [ |
Mipapslipe:| 2 [ 1 | [z [1 [1[1[z2]

o Initially, the listing just shows information for the previous week, i.e. all payslips for employees who are paid in
cash and whose payslips are not yet marked as paid.

e The listing can be reduced by specifying a range of employees in the From Employee and To Employee
fields. This might be necessary if an employee was being paid early for some reason.

e The number of periods covered by the listing can be increased using the From Period and To Period fields. A
possible reason for this could be if an employee was on paid absence.

e Settingthe PaypacketIssued checkmark for any payslip indicates that it has been paid.

e The This Payslip fields show the coin and note requirements for the selected payslip. (Highlighted in yellow)

o The Allpayslips fields show the total coin and note requirements for all the payslips listed.

To mark a payslip as paid:

1 Select the desired line, using the mouse, or the <Tab> key. When alineis selected, it
changesto adarker shade of yellow and hasalight grey frame around it.

2. The This Payslip fields at the bottom of the screen will show the notes and coins needed to
make up the cash payment.

3. Click the Paypacket Issued checkbox to set the checkmark. Thiswill automatically put the
screen into edit mode.

4. When you have marked all selected payslips as paid, click the Save button. All paid
paydlipswill then be cleared from the listing.

3.4.5.2 Bank Giro Payments

If any employees have opted for payment by credit transfer, and you are not an
electronic banking customer, you may print Bank Giros directly from HRPay, as
long as you have suitable giro stationery. Giro stationery is supplied by your bank
and has a fixed layout.

When the Print Giros entry is selected from the Processing menu, the following selection
panel is displayed.
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Bank Gino Print HE
8lel%E

From Period: 5 :II

To Perind: E=
From Employee: tm__gl
To Employes: WQ

This is identical to the Print Cheques function. However, the Layout button at the top of
the panel is only used to enable you to adjust for any possible differences in giro layout
between the main banks, i.e. the layout is constrained by the banks. When this button is

clickehayradoihvillibg digtayeds displayed:

Bank Gwo Fields Lapout

Giro Field Top Left  Width
Transaction Date: 21

T | Amaunt;

Oginating B ank:

Bramch:

_ Account Hame:

Bank Sort Code:

Destination Bank:

A Branch:

= Address:

Account Mame:
Account No.:

Hopefully, we have designed this screen in such a manner that you will find it simple to
use. Using a blank giro as a model, and a ruler with divisions in millimeters, measure the
distance from the top edge of the giro to the top of each giro field listed above and enter
the results in the Top column. Repeat this process for each field, measuring from the left
edge of the giro to the left of each giro field and enter the results in the Left column.
Finally, measure the horizontal space taken up by each giro field and enter the results in
the Width column. When you have finished, close this screen to return to the Giro Print
selection panel.

Selecting the Giros to Print.

1 Usethe "spinbutton™ in the From Period field to indicate the starting payroll period for
which giros are to be printed.

2. Usethe "spinbutton™ in the To Period field to indicate the final payroll period to be included
in the selection.

3. Enter the Employee ID from which to start in the From Employee field, or use the lookup
button to select an employee. Only those employeeswho have opted for credit transfer
payment will bedisplayed.
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4, Enter the Employee ID at which to end in the To Employee field, or use the lookup button
to select an employee. Again, only those employeeswho have opted for credit transfer
payment will bedisplayed.

5. Click the Print button. If there are processed payslipsthat are eligible to be paid by credit
transfer, the giroswill be displayed in the preview screen, as shown below. However, if there
are no processed paydlipsfor employeeswho are paid by credit transfer, the system will
display a message stating that there is nothing to be printed.

e SRS MR X

Wister Bank

Makat Squsnm ZTHS003
ZQE-TE gt 2AE 00

Hatiomal Bank of lieland J & M P aanan

PCanmall St BEeR18ar

Enfuii

-
Feliable Froducts plo E
Pagelfl | 4] =

6. Click the printer button at the top of the preview to print. It isadvisableto print one pageto
plain paper, and check that the fields are positioned properly, before printing a batch of giros
on your giro stationery.

7. When the giros are printed and the preview screen is closed, the following query will be
displayed:

oy Did.al gros peinit conoctly?
[

If youanswer Yes to this question, the payslips will be marked as paid and the giros cannot
be printed again. However, if you answer No, the payslips will remain in an unpaid status
and you may reprint the giroslater.

3.4.5.3 Bank EFT Payments

The Bank EFT file is created in the Run Payroll screen but the payments cannot be
regarded as complete until this file is actually transmitted to the bank. The
purpose of this function is to confirm that this file was actually transmitted and to
mark the payslips as paid.
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To view the contents of an EFT file and confirm the transmission, select the Bank EFT
Payments item in the Bank & Cash Payments sub-menu of the People menu. This will
cause the following screen to be displayed.

Bank EFT Papments HE
£ || = I
Chaza | Sert 0 '&

|- d [apstem_sav] =1 170103 EFT

= O
Fﬁl—

 File Summaary:

File Crested: 230552003 100730 -
Caontaing B paymerts - Tobal value: £1.781.16

329064 : Michos! Gesaed O'Grady
£301.67 : Angelna dCowcy
2 £32352 - Jil Bloags
2 E274.59 : Joe Paxman ;]

The field and folder listing at the top of the screen are used to select the disk drive and folder which contains
the EFT file.

All available EFT files in the selected folder are shown in the listing on the right. This can include files which
were previously confirmed as sent.

The panel at the bottom of the screen shows a summary of the content of the selected file. If no file is selected
the content of the most recently selected file is shown.

Whenthe Sent Ok button is clicked, the payslips which were used to generate the selected EFT file are marked
as paid.

When you have transmitted the EFT file to the bank, using the software application
supplied by your bank, the following procedure should be followed to inform HRPay of a
successful transmission:

1.

2.

Navigate to the folder containing the EFT file using the field and panel on the left of this
screen.

Select the file that has been transmitted in the panel on theright of the screen. A summary of
the contents of the file will then be displayed in the File Summary panel.

Verify that the file contents show the correct periods, empl oyees, and payments. This panel
may be scrolled if it contains more than four payments.

Click the Sent Ok button to confirm that the file was sent.

A confirmation message will then be displayed, as shown on the next page, asking you if you
want to mark the contents of the file asfully paid.
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3.4.6

\'c:) Mank the: cortents of D:APawclEANE FILES\ 70103 EFT as fuly paid?

sl | IEE

If youanswer No to this question, the update processis cancelled. If you answer Yes the
relevant payslips are marked asfully paid and you will then be given the opportunity to delete
the EFT file:

Cepy s have been updabed successhily
Ly Dio s weank Lo delste the EFT s}

If you decide not to delete the EFT file, the next time you view the file summary for thisfile,
it will contain an additional lineto inform you that the file was previously updated:

***Eully Processed & Transmitted ***

Note: HRPay does not transmit the EFT file to the bank. Your bank will supply a program
to do this.

Enter P30 Payments

Every time a payslip is processed, the PAYE and PRSI deductions are
accumulated and used to create the monthly P30 return. Typically, the amount
due is remitted with the P30, paid online, or debited from a bank account if direct
debits are being used. Any unpaid P30 amounts are carried forward and reported
in the P35 return at the end of the year.

The Enter P30 Payments function is used to record ongoing payments to the
Revenue Commissioners, so that the correct balance is available when generating
a P35.

When the Enter P30 Payments entry is selected from the Processing menu, the screen
shown on the following page is displayed.

To enter or edit P30 Payments:

1 Enter the date on which the payment was made, in the format shown, in the Date Paid
column for the relevant month and press <Tab>. A date can be selected from adropdown
calendar when this column is selected.

2. Enter the amount paid in the Amount Paid column and press <Tab>. The € isadded by the
system.

3. Click the Save button to update the record. Note that the record is automatically saved if
you moveto another month. 1f you wish to cancel the entry, click the Cancel button before
youleavetherecord.

© 2003 - 2007 Aquila Technology



Processing Menu 85

3.4.7

% P30 Payment Entry

PAYE | PRSI | Total  [Date Paid [Amount Paid] Receipt |Receipt Date] Balance [+ ]
January £17.42  EIB4E7  £H02 29| (/0242003 £20229 IGWI13M  14102/2003 £0.00
.Ft_.‘hrumy £48.31 623940 E237. 0703420003 E287.71 EQ.D0
March  [=ry R A< T LT X 454,56
€000 £0.00 £0.00 £0.00
1.0 £0.00 £0.00 £0.00
£0.00 £0.00 £0.00 £0.00
£1.00 £0.00 £0.00 £0.00
August €0.00 E0.00 ED0D ED0D
Seplember £0.00 EQQD E0.00 E0.00
October €0.00 E0.00 000 000
M avembse £0.00 EQD0 E000 E0D0
D ecembe £0.00 E0.00 £0.00 E0.00 ¥
Tatals:  €337.15  €507.71 €94456 43000 €454 55

e The grid on this screen shows the amounts due for each month, the amounts paid for each month, and any
balance that may be due. The PAYE, PRSI, and Total columns are not editable.

e The panel at the bottom of the screen shows a year-to-date summary of the amounts due, amounts paid, and
the balance due.

When you receive an acknowledgement of your payment, you can enter the receipt
number and the date of the acknowledgement for record purposes:

1 Enter the receipt number in the Receipt column and press <Tab>.

2. Enter the date on which the recei pt wasissued, in the format shown, in the Receipt Date
column for the relevant month. A date can be selected from a dropdown calendar when this
columnisselected.

3. Click the Save button to update the record. Note that the record is automatically saved if
you moveto another month. If you wish to cancel the entry, click the Cancel button before
youleavetherecord.

Enter Scheme Payments

Every time a payslip is processed, voluntary deductions, and employer
contributions, to the pre-defined pension, PRSA, and health insurance schemes
are accumulated and used to create a monthly, or weekly, report for each scheme.
Typically, the amount due is remitted to each scheme provider with the report, or
debited from a bank account if direct debits are being used.

Any unpaid amounts are included in the Payroll Liabilities Report which can be
printed at any time.

The Enter Scheme Payments function is used to record ongoing payments to the
scheme providers, so that the correct balance is available when generating the
Payroll Liabilities Report.
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To enter or view payments to the various scheme providers, select Enter Scheme
Payments from the Processing menu and the following screen will be displayed.

:;* Penzion, PRSA, & Health Insurance Payments

sS|# =&

Scheme Type: m *| Provider: DuwectfeAssuance Co.

Amount Bue | Amount Paid | Payment Date | Balance Due |« |
£221.13 £221.13 21,/02/2003 £0.00
€156 68 €156

€000 £156.68
-
Totale: E37T.81 £221.13 E156.68

The grid on this screen shows the amounts due for each month/week, the amounts paid for each month/week,
and any balance that may be due. The AmountDue column cannotbe changed.
The panel at the bottom of the screen shows a year-to-date summary of contributions payable, amounts paid,

and any balance due to this scheme.

To Record Payments to a Scheme Provider:

1

2.

Select the scheme to be updated in the Scheme Type dropdown list. The name of company
that administersthis scheme will then be displayed in the Provider panel.
Enter the amount paid in the Amount Paid column and press <Tab>. The € isadded by the

system.

Enter the date on which the payment was made, in the format shown, in the Date Paid
column for the relevant month or week. A date can be selected from adropdown calendar

when this column is selected.

Click the Save button to update the record. Note that the record is automatically saved if
you move to another week or month. If you wish to cancel the entry, click the Cancel

button before you leave the record.
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3.5
35.1

Reports Menu

Overview

87

All of the reports for HRPay are contained in four major groups in the Reports
Menu. Many reports can be generated in electronic form for upload to the
Revenue Online System and to Life Assurance & Insurance companies.

Whenever an electronic version of a report can be generated, the report function
will give you the choice of generating a printed report or an electronic file.

The Reports Menu contains the following entries.

!!.l_n._dm g

epu}ts Window Help

Revenue Reports

C50 and DSFA Repaorts

Payproll Reparts

Penzion & PRSA Repoarts
Time & Attendance Reports

F30R eport

F35 Reportz

P45(1] - Leaver Proceszing
P45(3) - Skarter with P45
P46 - Skarker withouk P45

FE0 Processing

m————

[
2
2
2
2

EHECS Return

/“H

[

PRC1 Repart

Payroll Cost Summary
Payroll Cosgt Detail
Payroll Liabilities
Pauroll Dizgtributions

Bank. Transfer Summary

Employee Records
Tax Deduction Cards

Scheme Caontributions B epaort
Employee Statuz Repart
YTD Surmary Repart

Create Upload Files "
X

Attendance Report
Haliday R epaort
Time-keeping Fepaort
YWiorking Hours Bepart

/) Wl
-
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3.5.2
3.5.21

Revenue Reports

P30 Report

Each month, the amounts deducted in PAYE and PRSI, and the employer's PRSI
contribution, must be reported to the Revenue Commissioners, and the amount
due must be remitted. The P30 is the monthly/quarterly return and this can be
completed in two ways:

1. Hard-copy single page form
2. ROS File Upload

HRPay provides a short report which can be used to complete the P30 form, and
generates a ROS P30 file, to allow you to use either method of making a return.

The P30 Report is accessed by selecting the P30 Report entry in the Revenue Reports
sub-menu of the Reports Menu. This will cause a selection panel to be displayed.
Initially, the panel will only show a radiobutton group, as shown in the top half of the image
below. However, when the ROS File options is selected, the additional options and fields
will be displayed, as shown here.

=
c%| San\re| rﬁu|aﬁn|

Report Type:

™ Sereen/Printar

* ROS5 File

Petiod:
(o Maonthlyp - [uartealy

Muonth: "I

P30 Type:
+ Driginal
™ Supplementay

Save File As:

[CROSEIWOTFD ||

e The Save button has a dual purpose. When generating a standard report it is used to preview/print the report.
When generating a ROS file, it is used to save the file.

e The Report Type radiobuttons allow you to select which method of reporting you want to use.

o Smaller employers may be given the option of making returns quarterly instead of monthly. The Period
radiobuttons are used to make this selection.

o ROS P30 files are generated for a specific month/quarter, as defined by the Month field.

* When a P30 file is first submitted for a specific month/quarter, it should be designated as an "original" P30. If
additional P30s need to be submitted for the same month/quarter, these should be designated "supplementary”.

e The Save File As field allows you to save the file in any folder you choose. The filename is used to distinguish
between the file types and should only be changed by an experienced user. The button next to this field allows
you to choose a folder and filename.

o The contents of the ROS file will be displayed in XML format when the View button is clicked.
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Generating a Hard-copy P30 Report.

1.

2.
3.

Click the Screen/Printer option in the Report Type group. The Print button will then be
displayed.

Click the Print button to preview the report, as shown on the next page.

The PAYE, PRSI, and Total amountsfor the selected month may then be transferred to the P30
form. Thisreport may be printed from the preview screen.

Reliable Products FI“; pan REpDI‘t 2e052003

Employer Reg. No.:  6564275W PAYE Unit No.: GCD No.:

Manth PAYE PRSI Total Date Paid  Amount Paid Balance Due
January §17.42 $184.87 $202 29 | 0722003 20229 $0.00
February $48.31 $239.40 528771 | OFMER2003 $287.71 $0.00
March £203.21 $2220.34 §525.55 $0.00 52555

Generating a ROS P30 File.

1.

2.

Click the ROS File option in the Report Type group. The Save button will then be
displayed.

Select the time period for which the return is being made - amonth or a quarter - in the Period
pandl.

Select the month, or quarter, for which the return is being made from the dropdown list in the
Month/Quarter field.

Click the type of P30 return, Original or Supplementary, inthe P30 Type panel.

If necessary, change thefolder and filenamein the Save File As field. Do not change thefile
extension as the offline ROS viewer will only open thefileif the extension isknown to it.
Click the Save button. Thefollowing message will then be displayed to confirm that the file
wascreated.

(57 TheP3D fie has been successhily created ax:
D:APaproliFevenue Outbon' 2TSwWE05 PE)

This fle may now be uploaded 1o yous ROS account
The conbents of the fie may be viewed by chcking
e Views buttion of by using vour web broweser [ pou

harve instaled the FOS e Apphcation, wou can
also view thiz e a5 2 ROS P30 document

When a ROS file is created the View button is enabled to allow you to view the contents of
the file in the built-in XML viewer. Your internet browser also allows you to view/edit the file
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3.5.2.2

and expand/collapse the "nodes", while the ROS Offline Application displays the file as a
fully editable form.

If you plan to make ROS returns, we recommend that you install the ROS Offline
Application, which is available free of charge from the Revenue Commissioners. The
application may be ordered on the ROS website at www.ros.ie.

P35 Reports

At the end of each year, employers must complete a P35 return for the Revenue
Commissioners. This summarises the amounts deducted in PAYE and PRSI, the
employer's PRSI contributions, and any taxable benefits and pension
contributions, for the tax year. If there are any outstanding amounts due, these
must be remitted at this time. As with the P30 Report, HRPay provides two
methods of making a P35 return:

1. Hard-copy - 4 Form Types
2. ROS File Upload

HRPay provides an internal summary report which can be used to complete the
P35 forms, prints P35 data to pre-printed Revenue forms, and generates a ROS
P35 file, to allow you to use any of these two methods of making a return.

The P35 Reports are accessed by selecting the P35 Reports entry in the Revenue
Reports sub-menu of the Reports Menu. This will cause a report selection panel to be
displayed, as shown below. If you are attempting to run the P35 reports before all payslips
for the year have been processed, a warning will be displayed before proceeding.

Note that the shape and size of the panel will change when a ROS reportis selected.

x
AEEAEARS '
Cioea Il-ﬁ:- =4 [+ Preview Form
. Report Format:
LSRR 2l  Standsed Raport
" P35L Retumn
[l o  P35L/T Retun
i+ SereenPrinter i+ PIELF Return
™ P35 Declaration
i i -
ROS File ol T =
Left Mgn +/-[0 =

e The Print button has a dual purpose. When generating a standard report it is used to preview/print the report.
When generating a ROS file, it is used to save the file.

e The P35L, P35L/T, P35LF and P35 Declaration are designed to be printed on a pre-printed Revenue form.

Whenthe Preview Form checkbox is checked, a representation of this form is displayed in the preview.

Uncheck this box to print to the pre-printed form.

The Report Type radiobuttons allow you to select which method of reporting you want to use.

The Report Format radiobuttons are used to select one of five types of printed report.

The tax year for which the P35 is being produced is shown in the Tax Year field.

The Top Mgn+/- and Left Mgn +/- fields are used to shift the printed results up and down, and left and right, for

alignment on the Revenue form.
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Generating Hard-copy P35 Reports.

1. Click the Screen/Printer option in the Report Type group. The Print button will then be
displayed.

2. Select which of the five report types you want to print in the Report Format panel.

3. Click the Print button to preview the selected report, as shown in the samples below and on
the next page.

Standard Report:

L P35 Report s
1ofl
Employer Reg. Moo E564275wW Employer Unit Ho: 308
Employes Detadls Fay & Tax Dutails FREI Detadls
Ermg. No: 001 Grods Paw: 6335088 Bployes PRSE a4 20
FPE Mo 1R1RISIUY  PAYE: #5.81 Total FREI: =7 T
First Mame: bichael Gerard Tax Basis: Wammal  Insurance YWhks: ]
Last haress: Grady  Tax Cradit: E3240.00  Initiad Class: e
Addireag: 0 Tur Uigcw  Start Dota: I3NTA00T  Ired Claws: AL e 1
ighn  Finish Date: TAT04 drd Class: W
Bariin Park Gabeay  Date of Birth: 1ENGE b Class: ks
Emp. Ho: @015 Employes PREE @970

MW%MM _‘.-',": mf“_'mb'r._c"i_'y

-

This report is intended as an internal record of the P35 data. The information on this
report may be transferred to the forms supplied by the Revenue Commissioners.
However, the next four report types are intended to eliminate the extra work, and potential
for errors, in completing forms manually.

P35L & P35L/T Reports.

P35 usT oF EMPLOYEES WITH PPS NUMBERS IN YEAR ENDED 15T DECEMBER |

Kame of  mamatee Froducts i
Emmbopdr:

EEE OVERLERF PAY = RET Tad ERPLOYEE PRE TOTAL ME

FiOR SLIOELINES 58 Diice] ! st [ -
COMPLETION OF FORM R TS m | __aomo S
|........||Zl||||||||||:I||||||||||||||IZ?-r‘-.Ji
[ 2l F—

Because these two reports are very similar, only the P35L is shown here. The P35L/T
form has only two employees per page, and more detail. Before printing the details on the
pre-printed Revenue form, the positioning of the fields should be verified and adjusted, if
necessary, and the background image MUST be turned off to prevent it from being printed
on the form.
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Preview the report at 100% resol ution to get an accurate representation of the positioning of
the entriesin thefields. To adjust the printout, close the preview and make changesto the
settingsbefore previewing again.

To adjust the vertical positioning of the printed information on the page, used the Top Mgn
+/- field to adjust up or down. The printed information can be moved in Imm increments. A
negative value shiftsthe printout upwards and a positive value shifts the printout downwards.
To adjust the horizontal positioning of the printed information on the page, used the Left
Mgn +/- field to adjust left or right. Again, the printed information can be moved in 1mm
increments. A negative value shiftsthe printout to the left and a positive value shiftsthe
printout to theright.

To turn off the background representation of the Revenue forms uncheck the checkmark in
the Preview Form box before clicking the Print button. The preview will then show the
report without any formatting, ready to print on the pre-printed form.

To avoid the possibility of mis-alignmentswhen printing the Revenue forms, we strongly
recommend that you print initial samplesto alight-weight (copier paper or lighter) plain
paper and check the alignment using astrong light.

P35LF Report.

P35LF For YEAR ENDED 31 DEcemeer [JEXIEIR @

Mgt of Fvdiabie Produtts pie
Emplayer

PLEAEE QUOTE REHSTRATION NUMSER
BELOW IN ALL CORFESPONDEMNCE

TAXABLE BENEFITS

Plaais ol Tackoe DeersirBty Tiacable (inefly sng non-cikh bt providid 1o smployie i on which PAT]
PR s B cirkibe i il B opirited By drgkyen f redpidl ol S Lkt vilue o Bais Binet
(Ekirres pdd BREh Rdursncs, piivile ulle of cmpieTy £6, Il Of BB ied Bt Oamed Sia),

(DT
PENSION PRODUCTS

P Cormphodh P SEchond bk HRSAE 1 Biriion conrBuofd

Retirement Benefit Scheme

1. Porrizee of arrglopies wivd JOnIBubR B0 [OSATRNE BEneil SETDIrS T T
iy 0 i Bian am pirgeoll durine B vear

T T balal evesnd dOIBLGERD By L STPOTISNS 1) M ETIE D it EE|EEE|OHE
SIS by Wiy oF o oCon ROems panTol whith quaky for Lo ik B ) .| -

o
g et oy dpta g™ H—r.rh e’ T .:----.lfI
ﬁ

This section of the P35 return summarises benefit in kind and pension contributions. As
with the P35L and P35L/T, before printing these details on the pre-printed Revenue form,

the positioning of the fields should be verified and adjusted, if necessary, and the
background image MUST be turned off to prevent it from being printed on the form.
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P35 Declaration.

TS i 5T PETRLAARY 10 DL OR TS S LT,

PEE DECLARATIGN A, RN THL: B9 E8553 MEskid

LOMEALL LS e $A5SY X i 4

RETURM FOR YEAR ENDED

E I I T O I
Foebable Products plc
Unit § PLELSE QLT P0G TRAToON KRR

S:nn:ku-n Buticwss Park BELCYY M AL COPRISF O
Fatthesmath, Co. Clare

B & 6 42 7 5 W

SUMMARY OF TAX AND PRS| FOR ALL EMPLOYEES

mar o P carstly e i i s proviiad uets 8 ek o o bl e 09 2 5 4 5|&|7]8 3

ML TOTAL TAX CUNTER DUa Tk PN Be

A T T 3[1 ]2 |00 1B
| TITAL OF ARCHE TAX 2 PR 1[3[4[4]a]n
(e L 4|9 (o] aja
g6 |4 0|0

p "ALsa o Tome 5
SR BT ST T Y e #”k . :-J’
=1 :r""‘-.

As with the P35L, P35L/T and P35LF, before printing these details on the pre-printed
Revenue form, the positioning of the fields should be verified and adjusted, if necessary,
and the background image MUST be turned off to prevent it from being printed on the
form.

Note: The P35 returns must be completed on original Revenue forms. Do not be
tempted to print out the formatted document from HRPay as it will not be accepted.

Generating ROS Files.

Unlike hard-copy returns, ROS P35 returns consist of just one file. When you select the
ROS P35 report, the selection screen changes to the format shown on the next page,

hiding the hard-copy report options, and showing an extra field to allow you to specify the
storage location for the file.

pasreport RN
SRR

Repoit Type:
" Sereend Printer

+ ROS File

Save File Az
[CROs e852828w P35 El

e The Save File As field allows you to save the file in any folder you choose. The filename is used to distinguish

between the file types and should only be changed by an experienced user. The button next to this field allows
you to choose a folder and filename.
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3.5.2.3

* The contents of the ROS file will be displayed in XML format when the View button is clicked.

1. Click the ROS File option in the Report Type group. The Save button will then be
displayed.

2. If necessary, changethefolder and filenamein the Save File As field. Do not change thefile
extension as the offline ROS viewer will only open thefileif the extension isknown to it.

3. Click the Save button. A messagewill then be displayed, as shown on the next page, to
confirm that the file was created.

<=7 The P35 fle has been successhily created ax:
; [Pl R evenue Outboo BSE4TRW P35

This fle may row be uploaded o pous ROS account
The conbents of the fie may be viewed by chcking
s Wiewr bidion of by using wour web beoweser. [ pou

hawe instaled the FOS Offine Apphcation, pou can
algo view this e a5 4 ROS P35 document

When a ROS file is created the View button is enabled to allow you to view the contents of
the file in the built-in XML viewer. Your internet browser also allows you to view/edit the file
and expand/collapse the "nodes", while the ROS Offline Application displays the file as a
fully editable form.

If you plan to make ROS returns, we recommend that you install the ROS Offline
Application, which is available free of charge from the Revenue Commissioners. The
application may be ordered on the ROS website at www.ros.ie.

P45(1) Leaver Processing

When an employee leaves your employment at any point during the year, you must
make a P45 return to the Revenue Commissioners and issue the employee with a
P45 certificate showing their earnings and deductions while in your employment.
Before HRPay will allow you to do this, you must either process or delete any
unprocessed payslips for the employee. You will then have a choice of two
methods of making the P45 return:

1. Hard-copy
2. ROS File Upload

HRPay provides a facsimile of the P45 certificate which can be used to complete
the P45 form, and generates a ROS P45 file, to allow you to use these two methods
of making a return.

The P45 function accessed by selecting the P45 Processing entry in the Revenue
Reports sub-menu of the Reports Menu. The P45 Processing screen will then be
displayed, as shown below.
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S E]&I2] 2 |5 revien Lo i

Employees with a Fmish Date poor to:

o700 =

[Emp. ID: Hame: Finizh Date

003 Angekna dCoucy enovzos (=]
05 Jil Bloggs wiwan FoOr :I
Report Type: -

|

| & ScreendPrinter
" ROS File - Save File As:

ek

e The Form P45 is designed to be printed on a pre-printed Revenue form. When the Preview checkbox is
checked, a representation of this form is displayed in the preview. Uncheck this box to print to the pre-printed
form.

e The Top Mgn and Left Mgn fields are used to shift the printed results up and down, and left and right, for
alignment on the Revenue form.

* The date field at the top of the screen is used to determine the cut-off date in selecting employees to list in the
grid below.

* The grid shows all employees who have left before the specified date.
o |Ifthe Final Pay Processed checkmark is set, the employee is fully paid and a P45 may be issued.
e Settingthe Process P45 checkmark marks the employee for inclusion in the P45 report.

When this screen is first displayed, the date field is set to the last day of the current week
and all employees whose Employee Records have a Finish Date prior to this are listed.

Generating a Hard-copy P45 Report.

1. Select the employee(s) for whom a P45 isto be generated by setting the checkmark in the
Process P45 box. Thiscan only be done for employees who do not have unprocessed
payslips. A warning will be displayed if you attempt to generate a P45 for an employee who
has an unprocessed payslip and you will be prevented from proceeding.

2. Click the Screen/Printer optionin the Report Type group. The Print button will then be
displayed.

3. Click the Print button to preview the report, as shown on the next page.

If you have a computer stationery version of the P45 form, before printing these details on
the pre-printed form, the positioning of the fields should be verified and adjusted, if
necessary, and the background image MUST be turned off to prevent it from being printed
on the form.
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Preview the report at 100% resol ution to get an accurate representation of the positioning of
theentriesinthefields. To adjust the printout, close the preview and make changesto the
settingsbefore previewing again.

To adjust the vertical positioning of the printed information on the page, used the Top Mgn
+/- field to adjust up or down. The printed information can be moved in Imm increments. A
negative value shiftsthe printout upwards and a positive value shifts the printout downwards.
To adjust the horizontal positioning of the printed information on the page, used the Left
Mgn +/- field to adjust left or right. Again, the printed information can be moved in 1mm
increments. A negative value shiftsthe printout to the left and a positive value shiftsthe
printout to the right.

To turn off the background representation of the P45 form, uncheck the checkmark in the
Preview box before clicking the Print button. The preview will then show the report
without any formatting, ready to print on the pre-printed form.

To avoid the possibility of mis-alignmentswhen printing the Revenue forms, we strongly
recommend that you print initial samplesto alight-weight (copier paper or lighter) plain
paper and check the alignment using astrong light.

WARNING: The P45 must be completed on an original Revenue form. This is a statutory

certificate and the facsimile provided with HRPay is intended for alignment
and presentation purposes only. Under no circumstances should the
facsimile form be used as a substitute for the original Revenue document as
this may result in a significant fine.

Generating a ROS P45 File.

1.

Select the employee(s) for whom P45s are to be returned by setting the checkmark in the
Process P45 box. Thiscan only be done for employees who do not have unprocessed
payslips. A warning will be displayed if you attempt to generate a P45 for an employee who
has an unprocessed payslip and you will be prevented from proceeding.
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3.5.2.4

2. Click the ROS File optionin the Report Type group. The Save button will then be
displayed.

3. If necessary, changethefolder and filenamein the Save File As field. Do not change thefile
extension as the offline ROS viewer will only open the fileif the extension isknown to it.

4. Click the Save button. The following message will then be displayed to confirm that thefile
wascreated.

= The P45 fle has besn successiully created ax:
LAY DAPsclRevere Outboi\E5642750 P45

Thiiz e may row be uplosdad 1o pous ROS sceount

When a ROS file is created the View button is enabled to allow you to view the contents of
the file in the built-in XML viewer. Your internet browser also allows you to view/edit the file
and expand/collapse the "nodes", while the ROS Offline Application displays the file as a
fully editable form.

P45(3) Starter with P45

If an employee enters your employment at any point during the year, and presents
a P45, you must make a P45(3) return to the Revenue Commissioners. This can be
done by returning Part 3 of the P45 document or by making a ROS P45(3) return.
This report is used to generate the ROS return.

The P45(3) function is accessed by selecting the P45(3) - Starter with P45 entry in the
Revenue Reports sub-menu of the Reports Menu. The following screen will then be
displayed.

EET
EICIEAE]
Emp. No: [05 | Joseph Kenny
Save ADS File As:  [C:\ADS5\PAS{3 070504 P453 Fie E‘

"Employes's Previous employment Detaile [from P45): -
Prewicars PAYE Registered Mo EFES01 24
Leaving [nabe: 250872007 =

Starting Dals: D4A0/2007 =
Tolal Fay - 'Year bo Date: B
Total Tau - Year to Date: 2
Total Pay - Previous Employrent |—
Total Tas -Previous Emplogment [ Relund? [
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The Previous PAYE Registered No. is shown under Employer Registered Number on the P45.

The Leaving Date is the date on which the previous employment terminated. Itis shown under Date of
Cessation on the P45.

The Starting Date is the date on which the previous employment started. It is shown under Date of
Commencement on the P45. If this date is not shown on the P45, leave it set to today's date.

The Total Pay - Year to Date is the total pay since the 1st of January. It is shown under Total Pay in section
(a) of the P45.

The Total Tax - Year to Date is the total tax since the 1st of January. Itis shown under Total Tax Deducted in
section (a) of the P45.

The Total Pay in the Previous Employment is shown under Pay (this employment) in section (b) of the P45.
The Total Tax in the Previous Employment is shown under Tax Deducted or Tax Refunded in section (b)
of the P45.

If the tax figure for the previous employment was a refund, the Refund? box must be checked.

To generate a ROS P45(3) File:

1

2.

10.

11.

Enter the Employee | D of the employee for whom you want to generate a P45(3) returnin the
Emp. No. field, or select an employee using the lookup button, and press <Tab>.

If necessary, changethefolder and filenamein the Save ROS File As field. Do not change
the file extension as the offline ROS viewer will only open thefileif the extension is known to
it.

Enter the PAY E Registered Number of the previous employer in the Previous PAYE
Registered No. field and press<Tab>.

Enter the date on which the previous employment terminated in the Leaving Date field, or
select adate from the dropdown calendar, and press <Tab>.

If the date on which the previous employment commenced isknown, enter thisdate in the
Starting Date field, or select adate from the dropdown calendar, and press<Tab>. If the date
isnot known, leavethisfield set to the current date.

If the total pay since 1st Jan. is known, enter the amount in the Total Pay - Year to Date field
and press <Tab>. Otherwise, leavethisfield blank. If Gross Pay from a P45 has aready been
entered in the employee record, it will be shown inthisfield.

If thetotal pay since 1st Jan. has been entered in the previous field, enter the total PAYE
deducted since Jan.1st in the Total Tax - Year to Date field and press <Tab>. Otherwise,
leavethisfield blank. If PAY E from a P45 has already been entered in the employee record, it
will be shownin thisfield.

If thetotal pay in the previous employment isknown, enter the amount in the Total Pay -
Previous Employment field and press <Tab>. Otherwise, leave thisfield blank.

If thetotal pay in the previous employment has been entered in the previousfield, enter the
total PAY E deducted in the previous employment in the Total Tax - Previous Employment
field and press <Tab>. Otherwise, leavethisfield blank.

If the amount entered in Step 9 isarefund, set the checkmark in the Refund? box. Note: Pay
and tax must be entered either for the year to date, or for the previous employment, or both.
Click the Save button and the foll owing confirmation message will be displayed.

=

The P45(3) file has besn successfully creabed as:
1) CAROSIP45(3)_070904,P453

Thas Fils may now be uploaded bo your ROS account

[Eoc
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3.5.2.5

When the ROS file is created, the View button is enabled to allow you to view the
contents of the file. The built-in XML viewer allows you to view the file and
expand/collapse the "nodes", as you would in your internet browser, while the ROS Offline
Application displays the file as a fully editable form.

P46 Starter without P45

If an employee enters your employment at any point during the year, and does not
produce a P45, you must make a P46 return to the Revenue Commissioners. This
can be done by printing a Form P46 document and posting it, or by making a ROS
P46 return. This report allows you to use either method.

This function is accessed by selecting the P46 - Starter without P45 entry in the
Revenue Reports sub-menu of the Reports Menu. This will cause the following screen
to be displayed.

(o4 metur (torter wih o P45) 5 23]
Eﬁ | % | Pﬁ :;_-:-':_ | [ Preview Form
Emp. Ho.: |EIE EJ Breda Biennan
Aepot Destination: - Sereen/Printer Dutput:
* Screen/Printer Leit Mgn /- m
" ROS File Top Mgn +/= |0 *]

e The P46 can be printed on a pre-printed Revenue form. When the Preview Form checkbox is checked, a
representation of this form is displayed in the preview. Uncheck this box to print to the pre-printed form.

e The ReportDestination radiobuttons allow you to select whether to generate a hard-copy P46 or a ROS file.

e The Top Mgn+/-and Left Mgn +/- fields are used to shift the printed results up and down, and left and right, for
alignment on the Revenue form. If a ROS file is selected these fields will be replaced by a single field to
indicate the location of the file.

Generating a Hard-copy P46 Report.

1. Enter the Employee|D of the employeefor whom you want to generate a P46 return in the
Emp. No. field, or select an employee using the lookup button.

2. Click the Screen/Printer option in the Report Type group. The Print button will then be
displayed.

3. Click the Print button to preview the report, as shown below.

4. Completeany fieldsthat have not been automatically completed by HRPay before posting the
formto Revenue.
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FORM P46
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If you wish to print the P46 details on a pre-printed Revenue form, the positioning of the
fields should be verified and adjusted, if necessary, and the background image MUST be
turned off to prevent it from being printed on the form.

1

Preview the report at 100% resol ution to get an accurate representation of the positioning of
theentriesin thefields. To adjust the printout, close the preview and make changesto the
settingsbefore previewing again.

To adjust the vertical positioning of the printed information on the page, used the Top Mgn
+/- field to adjust up or down. The printed information can be moved in Imm increments. A
negative val ue shiftsthe printout upwards and a positive value shifts the printout downwards.
To adjust the horizontal positioning of the printed information on the page, used the Left
Mgn +/- field to adjust left or right. Again, the printed information can be moved in Imm
increments. A negative value shifts the printout to the left and a positive value shiftsthe
printout to the right.

To turn off the background representation of the form uncheck the checkmark in the Preview
Form box before clicking the Print button. The preview will then show the report without
any formatting, ready to print on the pre-printed form.

To avoid the possibility of mis-alignmentswhen printing on pre-printed Revenue forms, we
strongly recommend that you print initial samplesto alight-weight (copier paper or lighter)
plain paper and check the alignment using a strong light.
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To create a ROS P46 Return.

1. Click the ROS File option in the Report Destination group. The Save button will then be
displayed and an entry field will be displayed to alow you to specify the folder and filename
for the ROSfile.

2. If necessary, changethefolder and filenamein the Save File As field.

3. Click the Save button. Thefollowing message will then be displayed to confirm that thefile
wascreated.

nformation i

'i The Wk Mumbssr fle has besn successhily crealed as:
DAP syrol R everues DuthodB5E4 275w WD

1 wou e & roember of the Computes Media Exchange
Scheme, this fle may now be sent on deketts to the
Revearue Commstioness.

Hobe that thiz ondy neseds ko be done once.

When the ROS file is created, the View button is enabled to allow you to view the
contents of the file. The built-in XML viewer allows you to view the file and
expand/collapse the "nodes", as you would in your internet browser, while the ROS Offline
Application displays the file as a fully editable form.

If you plan to make ROS returns, we recommend that you install the ROS Offline
Application, which is available free of charge from the Revenue Commissioners. The
application may be downloaded from the ROS website at www.ros.ie.

3.5.2.6 P60 Processing

Every employee who is in your employment at the end of each tax year must be
issued with a P60. This details the gross pay, amounts deducted in PAYE and
PRSI, the employer's PRSI contribution, PRSI classes, and the number of insurable
weeks that the employee has worked. It is needed to reclaim any over-payments
to the Revenue Commissioners and is frequently needed when applying for loans
and mortgages.

Unlike the other Revenue reports, this is issued as a printed document only.

The P60 function is accessed by selecting the P60 Processing entry in the Revenue
Reports sub-menu of the Reports Menu. This will cause a report selection panel to be
displayed, as shown below. If you are attempting to print P60s before all payslips for the
year have been processed, a warning will be displayed before proceeding.
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Print/Preview P60s

S & &ZF

From Employes: |00 3'
To Employes: 0o 3'
Tax Wear: Ema 'I

Top Maigin +/-: II:I ﬂ
Left Maigin +/= [0 -

The P60 must be issued on a pre-printed Revenue form. When the Preview checkbox is checked, a
representation of this form is displayed in the preview. Uncheck this box to print to the pre-printed form.
Printing can be limited to one or more employees by entering the Employee IDs in the From Employee and To
Employee fields.

The tax year for which the P60 is being produced is shown in the Tax Year field.

The Top Mgn+/- and Left Mgn +/- fields are used to shift the printed results up and down, and left and right, for
alignment on the Revenue form.

Printing P60s.

1

Enter the Employee I D of the employee at which you want to start generating P60sin the From
Employee field, or select an employee using the lookup button, and press <Tab>.

Enter the Employee ID of the employee at which you want to stop generating P60s in the To
Employee field, or select an employee using the lookup button, and press <Tab>.

Select the year to which the P60s apply from the dropdown list in the Tax Year field.

Click the Print button to preview the results, as shown below.

FAYE-FRSI

it G Oty Taw Conlic e

-

moma= . e . |

If you have a computer stationery version of the P60 form, before printing these details on
the pre-printed form, the positioning of the fields should be verified and adjusted, if
necessary, and the background image MUST be turned off to prevent it from being printed
on the form.
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3.5.3
3.5.3.1

Preview the output at 100% resolution to get an accurate representation of the positioning of
theentriesinthefields. To adjust the printout, close the preview and make changesto the
settingsbefore previewing again.

To adjust the vertical positioning of the printed information on the page, used the Top Mgn
+/- field to adjust up or down. The printed information can be moved in Imm increments. A
negative value shiftsthe printout upwards and a positive value shifts the printout downwards.
To adjust the horizontal positioning of the printed information on the page, used the Left
Mgn +/- field to adjust left or right. Again, the printed information can be moved in 1mm
increments. A negative value shiftsthe printout to the left and a positive value shiftsthe
printout to theright.

To turn off the background representation of the P60 form, uncheck the checkmark in the
Preview box before clicking the Print button. The preview will then show the report
without any formatting, ready to print on the pre-printed form.

To avoid the possibility of mis-alignmentswhen printing the Revenue forms, we strongly
recommend that you print initial samplesto alight-weight (copier paper or lighter) plain
paper and check the alignment using astrong light.

WARNING: The P60 must be completed on an original Revenue form. This is a statutory

certificate and the facsimile provided with HRPay is intended for alignment
and presentation purposes only. Under no circumstances should the
facsimile form be used as a substitute for the original Revenue document as
this may result in a significant fine.

CSO and DSFA Reports
EHECS Return

The Central Statistics Office conducts a range of surveys during the year which

businesses are legally obliged to complete and return. The Earnings, Hours &
Employment Costs Survey (EHECS) is one such survey and is carried out

guarterly. This survey requires you to complete a form which can contain up to

135 discrete pieces of information about the earnings, working hours, holidays

and time off, and PRSI contributions of your employees. In addition, it requires
that you provide some information about some of the overhead costs associated

with the employment of workers.

You may not be asked to complete the EHECS, but if you receive a form, it must be
returned. HRPay can provide answers to over 100 of the required entries on the

form, substantially reducing the amount of effort required to make the return.

The EHECS Return function is accessed by selecting the EHECS Return entry in the

CSO and DSFA Reports sub-menu of the Reports Menu. This will cause the following

screen to be displayed.
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CS0 - Earnings, I'qurﬁ. & Employment Costs Survey Report . il

Chosa |"%’3‘ ‘ % | 15 Pﬂvi&nFom.

Quarter: [1 =] Stant Date: [01/01/2007 =]  End Date: [31/03/2007 =] Top Mgn +/- [0 = LenMgn - [0 =

1l {1 o eIzons .I'|'I aye

Part 1 - Humber af P Employed -
a1 ksl -1 4 .!MIES
Fail 2 - Total Wages & Sal

- Total Hows Faid [both worked and unworked paid hours)

B Fast 4 - Total Humber of Paud Howrs Hol ‘Wodked

- Employer's Pension Contrbulions

- Emploper's Liabalily | nsurance
- Total Emploper's Social Secunly Contnbulions for All Emplopess
- Total Cost o the Emploper of Benefilts provided to Employees [excluding apprenticesMrainees)

& Pait 9 - Total Other Labouwr Costs lor A Employees || € Part 10 - Total Subsidies and Refunds Recerved for All Employees
Notes

1. Before you start. you should ensure that all employees have a C50 Code in the Emplopee Records and that the National
Minimum Wage, shown below. is correct.

2. To genesate the EHECS analysis, select the quarter, or the starling and ending dates, and elick the ANALYSE button,

3. Review the 10 section: of the repod by clicking on the section litle: above.

4. HAPay does not have all of the information needed to complete the retuin and some information must be entered manually.
- Information provided by HRPay is shown with a light green background, e.g.
- Fields that must be completed manually aie shown with a white background, e.g. 1

5. You should review the information genersted by HRPay, and conect it if necessay.

B. When you are ready to make pour return, pou can pant it o the CS0 form, by clicking the PRINT button, or lanseribe the
information from the 10 sections

7. 1i you choose to print directly to the C50 form, semember to bum off the background image first. You may wizh to print a

test copy on plain paper to check that the liclds are propeily aligned before you print to the €S0 fom.,

National Minimum Wage: |8.65

-

Before running the analysis, all employees must be assigned a CSO Code and the National Minimum Wage
entry should be verified.

The EHECS return can be printed on a pre-printed CSO form. When the Preview Form checkbox is checked,
a representation of this form is displayed in the preview. Uncheck this box to print to the pre-printed form.
The Quarter spin-button is used to specify which quarter is to be analysed. The Start Date and End Date will
be set automatically when a quarter is selected. An analysis can be done for any period by specify a starting
and ending date.

The Top Mgn+/- and Left Mgn +/- fields are used to shift the printed results up and down, and left and right, for
alignment on the CSO form.

Clickthe Analyse button to gather and classify the information for the selected quarter.

You can click on the title bar of any section to expand or collapse the details panel.

The notes in the bottom section of the screen should be self-explanatory, but to
summarise:

1

Before starting, ensure that all employees have been assigned a CSO Code and a Status in the
EmployeeRecords. The categories may not be very meaningful for your business, but these are
the CSO categories. Essentially, employees must be classified as managerial/professional,
clerical/sales, and general workers. Thejob status of every employee must be, Full-time, Part-
time, Probation or Apprentice/Traineein order to beincluded in the EHECS return.

2. Asthe National Minimum Wage changes during the calendar year, you should ensure that the
correct rate is specified for the last day of the quarter for which the return is being made.

3. Select the quarter for which the return is being made, using the spin-button in the Quarter
field. The Start Date and End Date fields may also be used to specify the return period.

4. lick the Analyse button to calculate theinitial values. When the calculation is completed, the

Print button will be enabled.
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5. You can now view the various sections of the return by clicking on any of the section titles.
Thiswill expand the section, as shown in the example below.

T atal Wage

8 Font?

WAGES Managers. Professionals & Clencal, Sales & Serice Wiekers Production. Transpost Workers. Cralt &
AND SALARIES anéﬂﬂM % Tiadespersons, uém Manusl Wiekers

FULL-TINE EMPLOYEES

Fieguls wages b salaies T000
[rcl sick & matenily pay) I I

Dveslinne | 0 |

| 23034

nn

o & g

Inegudar boonuses and I 1500 |
allowpances

FART-TIME EMPLOYEES

Reguls wages & salaies I I I
el siek & mataerily pay)

Ovetine | | |

Integudar borwses and I I I
allowances

S TRAINEES |

6. HRPay will complete 105 of the 135 possiblefields and these will be shown with alight-green
background. If afield isempty, it meansthat nothing was found for that field. For example, if
you don't have part-time workers, these fields will beleft blank.

7. The30fieldswhich are not completed by HRPay are shown with awhite background. Y ou
should now complete any of thesethat are rel evant before clicking the Print button. The
completed form will then be displayed, as shown in the example section bel ow.

COMFIDENTIAL [
. Part 7 - Total Employer's Socisl Sscurity Contributions lor ALL EMPLOYEDS, rourndsd ko nesmsl lurs Pl apacily o folowing detailic
ool e Emplogn sty ard el indhuded in Part 2} -
AL BT aragen, Frismoran b et Saies § Barvice woiary | [Prodadan, s Mo, Culi L hame of Company
O TR TR S o e T | T s Ctee blana Yomary
i i i Addreas
UL TIPS T
i ST - . !
gy Banacey FRAT | |1|6|7|2 | 9|96 HEGEE )

i e

T BT e

i e F
-
i, |

|[NRNNEDECE
J|LLLLLL]
J|CLLLLL]
|(RERNEN

7]

] |

] Pscmtmene "’J
| DA A RO (UKD

(T (201§ AR b R R *
-2 ikl

.
e - Fim B, (001) 4505553
el | D AW HERN||NRRRNEEEN £t srea@iaon
Kor e il W . | N
Part 8 - Totsl Cowt 1o the Dmpioyey of Benefits provided 1o g | rounded 1o nesns Buro.
T B BESEFTS Uisiagers, Frriras 8 o, et 8 Soeran Traaen  [Fpmhaion, “rage Worises, Gram &
Amomhe Proleseraiy

O FMPLOVEES

UL ari PART-TREE
EuLOYERS.

[ p—

r-d-—n-s.\?i— ke 4 i

Bt g & Sare maefung

WOAFEMy BCATE MR
Ol Do isaloars. #ic |

Before printing these details on the pre-printed CSO form, the positioning of the fields
should be verified and adjusted, if necessary, and the background image MUST be turned
off to prevent it from being printed on the form.
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3.5.3.2

1 Preview the report at 100% resol ution to get an accurate representation of the positioning of
theentriesin thefields. To adjust the printout, close the preview and make changesto the
settingsbefore previewing again.

2. To adjust the vertical positioning of the printed information on the page, used the Top Mgn
+/- field to adjust up or down. The printed information can be moved in Imm increments. A
negative val ue shiftsthe printout upwards and a positive value shifts the printout downwards.

3. To adjust the horizontal positioning of the printed information on the page, used the Left
Mgn +/- field to adjust left or right. Again, the printed information can be moved in Imm
increments. A negative value shifts the printout to the left and a positive value shiftsthe
printout to the right.

4, To turn off the background representation of the CSO form uncheck the checkmark in the
Preview Form box before clicking the Print button. The preview will then show the report
without any formatting, ready to print on the pre-printed form.

5. To avoid the possibility of mis-alignments when printing the CSO form, we strongly
recommend that you print initial samplesto alight-weight (copier paper or lighter) plain
paper and check the alignment using astrong light.

Note: The EHECS return must be completed on original CSO forms. Do not be tempted
to use the formatted document from HRPay as a substitute.

PRC1 Report

The P35 form only allows for the entry of two PRSI classes per employee. If any
employees have had more than two PRSI classes during the year, a PRC1 form
must be completed. and returned. The PRC1 Report provides a listing of all
employees who have had more than two PRSI classes during the year, including
all of the details that must be returned.

This report can be viewed by selecting the PRC1 Report entry in the CSO and DSFA
Reports sub-menu of the Reports Menu. This report, a sample of which is shown below,
has no selection criteria.

PRC1 Report for Tax Year 2007
Reliable Products plc
PAYE Registered No.: 1234567

Changed Contribution Class' Cateqgony

PRSI Cortribaiiions

Class

PPS Humber  Employes Mame Code  Weaks Eamings Employee Total
1234567T Jozeph Kanny Al 1 307.649 0.00 15
Al 7 14633.61 74083 N3
AL 4 173942 4926 236,25
2I3456TE Angelina d'Courcy Al 1 G07.69 0.0a 51.65
Al 26 13868.25 700,00 180,82
AL 1 476.92 14.00 B5.27
3234567 Breda Brannan 4 875.38 n.oo 7441
T W ) u‘iu-—t.-.u-.....-»"; .'—"F""“‘hhl 1490.01 394,16

-1
1y
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3.54
3.54.1

Payroll Reports

Payroll Cost Summary

The Payroll Cost Summary is a simple report that displays the gross cost of wages
and salaries, and employer contributions, by week, for any date range.

To view the cost summary, select the Payroll Cost Summary entry in the Payroll
Reports sub-menu of the Reports Menu. This will cause the following selection panel to
be displayed.

F"uylu" Caozt 5 Summaiip
= &
Choze .

From Date: |m1,fz|:-:|3 -
To Date: [znsm: =

Include Unproceszed Papslips? [

e A daterange may be specified for the reportusing the From Date and To Date fields.
e Whenthe Include Unprocessed Payslips checkbox is checked, the report includes payslips which have not yet
beenprocessed.

To Preview or Print the Report:

1.  Enter the date at which you want the report to commence in the From Date field and press
<Tab>.

2. Enter the date at which you want the report to end in the To Date field and press <Tab>.

3. Toexclude unprocessed paydlips, i.e. pending payments, clear the checkmark inthe Include
Unprocessed Payslips? field.

4.  Click the Print button. Thereport will then be displayed, as shown below, in the preview
screen, from which it can be printed.

Payroll Cost Summary
012003 1o 260052003
Far All Payslips
Employer Emvgsloyer Employer Ervpaloyer Empleyar Totad
PRSI Pension AVD PRSA PRSA AV Payrodl
Periad Gross Pay Contribution  Comtribution  Contribwtion  Contriliution  Cortribation Cost
1 T4 w547 LRk ] 000 Lk .00 a4 AT
2 #,314.70 #2513 £ 49 000 i 49 .00 L RE ]
3 w5218 4 51 L =RE] 0.00 Lr=Rb] 000 Lot
4 18513 609 Lt ] 000 0.6 000 241 74
5 LebE Rk ] 52 #asT 000 LR 000 4555
& B,14755 #0499 #5640 W00 #1540 Lilui] 25974
T Loali ] L2 g Lk 000 s w00 6049
8 0919 £330 2046 000 045 000 MEe
3 LiErE o) #7447 Lrg i 5 w000 i 550,36 F
= ol i

© 2003 - 2007 Aquila Technology



108

HRPay - Time & Attendance + Payroll

3.5.4.2

Payroll Cost Detail

The Payroll Cost Detail is similar to the Payroll Cost Summary report that displays
the gross cost of wages and salaries, and employer contributions, by week, for
any date range. However the detail report provides a further breakdown of the
information by payslip.

To view the cost summary, select the Payroll Cost Detail entry in the Payroll Reports
sub-menu of the Reports Menu. This will cause the following selection panel to be
displayed.

Payroll Cost Detail BHE
= %
Chosa |
From D ate: I."EI1 P izl
To Date: I??fﬂﬁf?ﬂ:ﬂ it

Inchude Unprocessed Pagslips? [+

e A daterange may be specified for the reportusing the From Date and To Date fields.
* Whenthe Include Unprocessed Payslips checkbox is checked, the report includes payslips which have not yet
beenprocessed.

To Preview or Print the Report:

1.  Enter thedate at which you want the report to commence in the From Date field and press
<Tab>.

2. Enter the date at which you want the report to end in the To Date field and press<Tab>.

3. Toexclude unprocessed paydlips, i.e. pending payments, clear the checkmark in the Include
Unprocessed Payslips? field.

4.  Click the Print button. Thereport will then be displayed, as shown below, in the preview
screen, from which it can be printed. Thisreport is printed in landscape orientation

Payroll Cost Detail
010142003 to 27052003
For Al Payslips

RE Penakon AV PEEA

Grass Pay Cantriusan

o == It Foeman 4708 2108 o 0.0 e Lo

Gross Pay

2838 IS .o

oo Michael Gera CTorady

T T R - e s T I e AR

© 2003 - 2007 Aquila Technology



Reports Menu

109

© 2003 - 2007 Aquila Technology




110 HRPay - Time & Attendance + Payroll

3.5.4.3 Payroll Liabilities

At any given time, a business will have employees accumulating earnings,
deductions which have yet to be remitted to the Revenue Commissioners, and
contributions which have yet to be remitted to pension providers, etc. These are
short-term liabilities. In addition, employees will have accrued holidays which will
have to be paid, and although these are not immediate liabilities, they are payable
immediately if an employee leaves. In most cases, they will be payable within the
year and should be considered as short-term liabilities.

The Payroll Liabilities report, which summarises all of these short-term outgoings can be
viewed by selecting the Payroll Liabilities entry in the Payroll Reports sub-menu of the
Reports Menu. This report, a sample of which is shown below, has no selection criteria.

Payroll Liabilities

Az of D2O32003

- S Ernploer
Unpaid Wages=s & Salaries: Grass e, Pension/PREA

Emp. Mo, Marne: Period Fay FRSI Contributions

om hfichael Gerard 0°Grady 10 £420 51 £40 26 £42 06

ooz FAogeling d' Courcy 13 #£2,409 .99 £258.00 &0.00

no4 Geraldine Anne 0'Railly 10 £1,000.00 £107.50 &01.00

om hfizhael Gerard 0'Grady 13 £367 48 £ .74 £35.74
bt e - — gl N |G Comme
e [T TP P e - L L TR
Sub-Totals: £2 22225 £740 06 £406 26

Payments Due to Revenue Commissioners:

PAYE & PRSI on Wfages & Salares Paid to Date: =T

Payments Due to Pension/PRSAMHealth Ins. Providers:

PRSA: Park Life A=surance Co 546,78
Pension: DirectLife fesurance Co. €156 .68
Tatal Outstanding Scheme Contrbutions: £703 .45
Employee's Accrued Holiday Entitlement: P EquE-ﬂl-lent
Emp. Ho.  Hame: Holidays Walue
oo hfchael Gerard 0'Grady 26.00 £1,040.18
o e B 1t R Sl e, — el N 7 i e
Lot Jun Higygys 033 LR
994 Joe Pazman 1.15 E57.06
#£1,195.28
Total Current & Future Payroll Liabilities: £12.,040.13
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3.5.4.4 Payroll Distributions

The Payroll Distributions reports are similar to the Payroll Cost Summary and
Payroll Cost Detail reports. However, the Distributions reports are intended to
assist in transferring weekly payroll data to third-party accounting systems, and
show the Net Salaries, PAYE deductions, PRSI and Pension/PRSA contributions
for employer and employee, and other employee payroll deductions. The reports
display these details, by week, for any date range.

To view the payroll distributions, select the Payroll Distributions entry in the Payroll
Reports sub-menu of the Reports Menu. This will cause the following selection panel to
be displayed. Further information about the various buttons and fields on this screen can
be obtained by clicking on the relevant portion of this image.

=

2 =8

From Date: 01/01/2003 ¥
To Date: /52003 ¥

= Summarny T Detail

Inchude Unprocessed Paypslips? [+
Include Taxable BIE in Total? [

To Preview or Print the Report:

1.  Enter thedate at which you want the report to commence in the From Date field, or select a
date from the dropdown calendar, and press <Tab>.

2. Enter the date at which you want the report to end in the To Date field, or select adate from
the dropdown calendar, and press <Tab>.

3. Toprintasummary report (see below) leavethe Summary radiobutton checked. The detail
report, which is printed if the Detail radiobutton is checked, showsthe information for each
employee(seebelow).

4.  Toexcludeunprocessed paydlips, i.e. pending payments, clear the checkmark inthe Include
Unprocessed Payslips? field.

5. Anemployeewho receivesany form of Benefit in Kind (BIK) hasa Gross Salary which
includes the notional value of the BIK. Thisisincluded in the totals column of the report if
the Include Taxable BIK in Total? checkmark isset. Typically, youwould leavethis
checkbox unticked.

6.  Click the Print button. The report will then be displayed in the preview screen, from which it
can be printed, as shown on the next page.
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Summary Report:
Payroll Distributions Summary
00152003 10 220502003
Far All Payslips
Ermployes Emiployes Hher Emplogrer Employer Tatal
PAYE PRSI Employes PRSI Pension PRSA Payroll

Peniod liet Pay Deduction Contribution  Deductions  Contribattion  Contribagions Cost

1 €356 #1074 0.2 #1058 €547 76 407

2 8.3 £11.24 #5485 o058 #2513 e4298 #4822

3 €352 57 #1976 0553 34 51 L] 55251

4 551 =5 L 1435 #1EL €40 52 #,341.74

5 7459 -5 74 L5 10330 Lo 5794 £34555

& 0.7 #1254 4053 o115 #0459 =3 ] # 28574

T LR -0150 #1560 #0577 50 4102 £350,45

8 €787 ET #1674 E4ES Leg] #4092 L J

#-ﬂﬂwww Tl 302
"-‘-42
Detail Report:
Payroll Distributions Detail
0170142003 to 22052003
For All Payslips
Employes Erployes Dther Employer Employer Total
PEYE PREI Employes FREI PansiondPREA Fayredl
Period Emp_i0 anre: et Fay Dachation Coandriba o Dadtliong Condribadion  Comaribadiond Cat
1 i) Wi dorgan L arelo qai.r4 030 apss W5 AT - AT
Tetal for Period: 1 Ll 1074 Lkl L (0T L .8 417
1 o0 Chasez Mancini o®|es 61 .-.45 Lo WIS L=l L 2] -3 03
1 001 Wi koegan ®0187 «.me are 0TI .30 e 613,88
Total for Period: 2 Lok #1124 L2 [ A4k LiFERE] L E LARC R |
3 (L] W Morgan @235 -ar a1 | LR I =
Total for Period: 2 [ rad-rd ®a7 |57 LG 51 [ W) LRl
4+ w1 Wi Mocgan s 14 EE |16 6I_ Ll ] e 05T 404
el L et GO R ot i, e st i ity @70
gl
3.5.4.5 Bank Transfer Summary

If wages are being paid directly into employees' bank accounts, either by Bank
Giro or by EFT file transfers, an audit trail, called the Bank Transfer Summary, is
maintained to allow you to reconcile bank statements and to resolve any issues
that may arise.

The audit trail is updated with the details of each payment whenever you print
bank giro or when you confirm that an EFT fie was transmitted to the bank.

The audit trail can be viewed by selecting the Bank Transfer Summary entry in the
Payroll Reports sub-menu of the Reports Menu. This report, the layout of which is
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shown below, has no selection criteria.

Bank Transfer Summary
Az of. 27052003

_ Pay  From Bank To Bank
Date File Emp. D  Pericd Sort Code Account No.  Sort Code  Account lo. Amounnt
HAO200%F  Bank Giro 9935939 13 99.88.77 SETES432 334455 2356759 L bl

BT ——— L IR e ——— .

The File column shows the name of the file that was transmitted, in the case of an EFT
transfer. If the payment was made by Bank Giro, this column simply shows "Bank Giro".

3.5.4.6 Employee Records

While HRPay maintains comprehensive employee records, many users may wish
to keep hard-copy records for integration with existing paper-based systems. The
Employee Records function provides a single-page "record card" to meet this
need.

To view this report, select the Employee Records entry in the Payroll Reports sub-
menu of the Reports Menu. This will cause the following selection panel to be displayed.

Emplopee Aecords Report HE
SIEARA
Closa h"'g

From Employee: WSJ |

To Employes: IBEEI_ gj

e Printing can be limited to one or more employees by entering the Employee IDs in the From Employee and To
Employee fields.

To print Employee Record Cards:

1 Enter the Employee | D from which to start in the From Employee field, or use the lookup
button to select an employee.

2. Enter the Employee ID at which to end in the To Employee field, or use the lookup button
to select an employee.

3. Click the Print button. A single-page summary of the each employee'srecord detailswill
then be displayed, as shown on the following page. These may be printed from the preview
screen for record retention purposes.
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.

Ermployes Record

— Famsonal Defalls

Emiployes No.: o PPENNo: 1813151 Mame:  Michesl Gerand OfGrady
Address: 49 Tur Uisos, Doughiskon, Merin Park, Galway
Job Tithe:  Technical Direcior Status:  Work Experience Start Date: 231272002
~— Pary Dadalls:
Pay Dasls: Hoiurly Paicl Basic Hours: 33 Basio Pay: E200.00
Gross Pay YTD: E1TE5 A7  Paid Up To: A3 Pay Frogquanay: 2
o~ Bank Dafialls:
Bank: Bear of Iredand Zort Code:  90-40-34
Address:  Main 3 Oranmona
Account Neo.: TaAE0E Aooount Mam: Aaquila Teschnology
s Dnaelil 15
- Par Year Par Monih Par Wk R
Toax Bpshss: Farmal Taw Crsiis: €£31580000 30002 €785
Standard Rate Cut-Off Point: E37.000.00 €1082 52 €711.35
Thia . Prirvicus .
Tax Deducted YTD |: g a €581 Tax Dedusted YTD |: [ - €100
., A
P51 Dadialls
PRE Chass: A1 PR3 Deducted YTD:

bl '-" Sl LS

S
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3.5.4.7 Tax Deduction Cards

A printed version of any individual Tax Deduction Card can be generated for users
who wish to keep hard-copy records. Because of the number of columns to be
printed, this report prints at least two sheets which should be viewed side-by-side.

To view this report, select the Tax Deduction Cards entry in the Payroll Reports sub-
menu of the Reports Menu. This will cause the following selection panel to be displayed.

Tax Deduction Card HE

Sl&lg
ForEmploee:  [E G
[ Drientation

| T Poibait & Landscape

e The For Employee field contains the Employee ID of the person whose Tax Deduction Card is to be printed.
e Landscape orientation requires at least two pages and Portrait orientation requires three pages to show all the
columns.

To print a Tax Deduction Card:

1 Enter the Employee ID for whom the Tax Deduction Card isto be printed in the For
Employee field, or use the lookup button to select an employee.

2. Click the Portrait or Landscape button in the Orientation panel to choose the printer
orientation. Landscapetypically printstwo pages across, while Portrait typically requires
three pagesto show all columns.

3. Click the Print button. Thefirst page of the employee's record details will then be displayed,
as shown below. Columnsto the right of those on this page will be printed the next page.
These pages may be printed from the preview screen for record retention purposes.

Tax Deduction Card F &

|[Employee I0: 001 Mame: Michael Gerard 0°Grady ~ PPS No.: 91518117 )

E B £15.75 £54.27 1]al B407| 612202
O (] GEE 5520 T[aT EHmasr| G561 |
5 |z CED G T[ax Th52| 619156
B |14/ 730 T4 T[ax EES
N L) E16.80 €501 T[& mm’J_
I R R (G T[a1 _TEa
E L €17.34 £5318 1]a1 !
10 €17.39 I
T BG.ZEJ
e S— 7Y
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3.5.5
3.55.1

Pension & PRSA Reports

Scheme Contributions Report

When payments are being remitted to providers of pension, PRSA, and health
insurance schemes, it is necessary to provide a breakdown of the composition of
the payments. The Scheme Contributions Report function generates reports which
can be sent with the payments to show this detail .

These reports do not imply that the deductions and contributions have been paid
over to the scheme provider, they simply list what is due to the selected scheme
for a given period.

To use this function, select the Scheme Contributions Report entry in the Pension &
PRSA Reports sub-menu of the Reports Menu. This will cause the following selection
panel to be displayed.

T o e —
i% Scheme Contributions

Repost Type:
 Weekly ' Monthly

Erom Wk |1 :l' To Whk: |1 jl
For the month of: IEE -

Separate Page per Scheme B

A dropdown list inthe Scheme Type field is used to select whether a report is printed for all schemes, or a
selected scheme.

The Report Type radiobuttons allow the report to be printed for a range of weeks, or a selected month.

If the report is being printed for a week range, the starting week and ending week are selected in the From Wk
and To Wk fields..

If a monthly report is selected, the month can be chosen from a dropdown list in the For the month of field.
When printing for internal record purposes, all schemes can be grouped together. When sending reports to the
scheme providers a separate page should be started for each scheme by setting the checkmark in the
Separate Page per Scheme checkbox.

Printing Monthly Reports.

This will be the most common type of report, as most schemes are on a monthly returns

basis..

1 Select the scheme for which the report isto be printed from the dropdown list in the
Scheme Type field. To print all schemes, leavethisfield set to All Schemes.

2. If the Report Type isnot already set to Monthly, click this radiobutton to set it.

3. Choose the month for which the report isto be generated in the For the month of: field.

4, If you haveselected All Schemes, you may print each scheme on aseparate page by setting
the checkmark inthe Separate Page per Scheme box.

5. Click the Print button to view the report, as shown on the next page.
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Reliable Products ple Scheme Contributions for February
Scheme Type:  PRSA Reference: B7 49923
Description:
Prowvider: Park Life Assurance Co
Phone:
Fax:
Email:
Emp. Employee Employer
No. Mame Conttibution  Contribution Total
001 William Morgan €100.00 7834 €178.34
002  Charles Mancini &0.00 &0.00 &50.00
Totals: 18000 7834 €334

Printing Weekly Reports.

This report is provided so that you can see a breakdown by week of the contributions. It
can also be used to make weekly remittances if a scheme has a weekly or fortnightly
reporting cycle.

1 Follow the same procedure as for the monthly report and set the Report Type to Weekly.

2. Enter the starting week for which the report isto be generated in the From WKk: field.

3. Enter the last week for which the report isto be generated in the To Wk: field.

4, Click the Print button to view the report, as shown below. Note that thisisthe same scheme
and period asthat selected in the monthly example above.

Reliable Products plc Scheme Contributions for Weeks 510 8
Scheme Type: FHRSA Reference: BrF4593
Description:
Providen: Paik Life Assurance Co
Phone:
Fax:
Email:
Week!/ Emp. Employee Employer
Month  No. Hame Contribution  Contribution Total
5 001 Williarm Maorgan 25 00 &18.97 43497
[ 001 William Morgan €25 00 18,40 €43 40
B 002 Charles Mancini 50,00 0.00 S50.00
7 01 William Morgan €25.00 1051 €45 51
a 001 William Morgan 2500 10,46 €45 45
Totals: &180.00 7834 &35 34
T it Bt Pl i . it b P A g "—‘}J
T
-3
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3.5.5.2

Employee Status Report

Since the introduction of PRSASs, it has become more important that you be in a
position to inform employees of their contributions, and any matching employer
contributions, to pension and PRSA schemes. The Employee Status Report
provides a summary of all contributions to each of the six pre-defined schemes, by
employee.

This report does not imply that the deductions and contributions have been paid
over to the scheme provider, they simply list what was deducted for each scheme
for the year to date.

To use this function, select the Employee Status Report entry in the Pension & PRSA
Reports sub-menu of the Reports Menu. This will cause the following selection panel to
be displayed.

Emplopee Conliibulions Summany

AR
From Employes: IE]_ 3!
To Emplopes: [999— 3!

Separate Page per Employee [

o=

e Printing can be limited to one or more employees by entering the Employee IDs in the From Employee and To
Employee fields.

e When printing for internal record purposes, all employees can be grouped together. When issuing reports to
employees a separate page should be started for each employee by setting the checkmark in the Separate
Page per Employee checkbox.

To print Employee Status Reports:

1 Enter the Employee | D from which to start in the From Employee field, or use the lookup
button to select an employee.

2. Enter the Employee ID at which to end in the To Employee field, or use the lookup button
to select an employee.

3. If the report is being distributes to empl oyees, the Separate Page per Employee box
should be checked to ensure that different employees don't appear on the same page.

4, Click the Print button. Each employee's contribution detailswill then be displayed, as
shown on the following page. These may be printed from the preview screen for record
retention purposes.

If an employee has no recorded contributions, the page for that employee will be printed with
abrief message.
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Reliable Products plc Valuntary Schemes Personal Status 2R/052003

Scheme Contributions for William Morgan :

Scheme Type:  PRSA Reference: 6749923

Description:

Provider: Park Life Azsurance Co
Phone:
Fax:
Email:

Employes Employer

Total Deductions & Contributions.Year to Date Contribution  Contribution Total
E225.00 E186 .29 1314
Scheme Type:  FPension: Reference:  93705321A =
- A I enlt e B s B cn e B g ekt ; .’_f"-“‘—-h-‘
T
od

3.5.5.3 YTD Summary Report

The YTD Summary Report provides a summary of all contributions to each of the
six pre-defined schemes for the year to date.

This report does not imply that the deductions and contributions have been paid

over to the scheme provider, they simply list what was deducted for each scheme
for the year to date.

To use this function, select the YTD Summary Report entry in the Pension & PRSA
Reports sub-menu of the Reports Menu. This will cause the following selection panel to
be displayed.

FTD Seheme Conliibulbons HE

S| &l&

Scheme Type: Im

Separate Page per Scheme [

o Adropdown list inthe Scheme Type field is used to select whether a report is printed for all schemes, or a
selected scheme.

o When printing for internal record purposes, all schemes can be grouped together. When sending reports to the
scheme providers a separate page should be started for each scheme by setting the checkmark in the
Separate Page per Scheme checkbox.
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3.554

To print scheme summaries:

1 Select the scheme for which the report isto be printed from the dropdown list in the
Scheme Type field. To print all schemes, leavethisfield set to All Schemes.

2. If you haveselected All Schemes, you may print each scheme on aseparate page by setting
the checkmark inthe Separate Page per Scheme box.

3. Click the Print button to view the report, as shown below.

Reliable Products plc Scheme Contributions for Year To Date
Scheme Type: PRSA Referemce: B7 49523
Descriptian:
Frovider: Fark Life Assurance Co
FPhone:
Fax:
Email:
Emp. Employes Employer
Ho. MName Contribution  Contribution Total
001 Williarm Morgan 22500 €188.29 41329
002 Charles Mancini £180.00 &).00 150,00
Totals: 40500 €188 29 9329
lﬁcheme Type: FPension Refaremce: SE7A55-21A
Description: Company Pengion Schame ; -
el EWY e ke HW ﬁ Wy, _'J"'""“"‘-t

Create Upload Files

All of the major assurance companies have adopted a standard for the electronic
filing of returns for pension and PRSA schemes. This allows you to handle the
pension and PRSA reporting in the same way as you do for Revenue CMES
returns. However, because of the number of companies involved, there are some
restrictions implemented in HRPay which may make this option less attractive
than standard paper-based returns:

e The Pension and Pension AVC schemes are assumed to be for the same
provider.

e The PRSA and PRSA AVC schemes are assumed to be for the same provider.

This means that when you create an upload file for the "Pension" scheme, the file
will automatically include the "Pension AVC" scheme, and vice versa. In the same
way, when you create an upload file for the "PRSA" scheme, the file will
automatically include the "PRSA AVC" scheme, and vice versa.

To create an upload file, select the Create Upload File entry in the Pension & PRSA
Reports sub-menu of the Reports Menu. This will cause the selection panel on the
following page to be displayed.
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Seheme Upload Files BHE

o | & | &

Scheme Type: ﬁ VI
Report Type:
T Weskly 1+ Monthly

Fnorm ks I j T Wk I j
For the month of:  [Maich 'I

Save File Az
[0 \PapolPension Fles\Upleadtt | |

e Adropdown list inthe Scheme Type field is used to select the scheme for which the file will be created.

e The Report Type radiobuttons allow the upload to be created for a range of weeks, or a selected month.

o |fthe upload is being created for a week range, the starting week and ending week are selected in the From Wk
and To Wk fields..

o If amonthly upload is selected, the month can be chosen from a dropdown list in the For the month of field.

e When printing for internal record purposes, all schemes can be grouped together. When sending reports to the
scheme providers a separate page should be started for each scheme by setting the checkmark in the
Separate Page per Scheme checkbox.

To create an upload file:

1 Inthe Scheme Type field:

¢ Select Pension or Pension AVC to create the upload file for the basic pension scheme,
or

e Select PRSA or PRSA AVC to create the upload file for the PRSA scheme

2. Select the Weekly or Monthly option in the Report Type panel to control the selection of
recordsfor thereturn.

3. If you have chosen the Weekly option, enter the first week to beincluded in the From WKk:
field and enter the last week to beincluded in the To Wk: field.

4, If you have chosen the Monthly option, choose the month for which the fileisto be generated
in the For the month of: field.

5. If necessary, changethefolder and filenamein the Save File As field. Check the provider's
requirementsfor thefilename before changingit.

6. Click the Save button to create and save thefile. A confirmation message will then be
displayed, as shown below.

intomation _____________________H|

= The upkoad file has been successtully cieated a5
\{,) [ AP syl Prizion Files\Liplasd bet

ol may nows bransm thes fbs bo DiveciLife Assurance Co
g the e fransmission procedune agreed with them,
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3.5.6

3.5.6.1

Time & Attendance Reports

When the time recording features of HRPay are being used on a consistent basis,
the Time & Attendance reports can provide information that is useful in evaluating
performance and ensuring compliance with working time regulations.

There are four reports in this group, as follows:

Attendance Report - summarises absences by employee under five headings.

Holiday Report - shows the flexible holidays taken and due by employee.

Time-keeping Report - summarises time-keeping performance by employee.

Working Hours Report - identifies the degree to which employees are working excessive
hours, by day and by week.

Attendance Report

All of the time and attendance information entered in the Timecard Entry function
of HRPay is available to provide statistical information which can be used as part
of the assessment of an employee's performance.

The Attendance Report provides a summary of non-holiday absences, for a
specified date range, for all, or selected, employees.

To view this report, select the Attendance Report entry in the Time & Attendance
Reports sub-menu of the Reports Menu. This will cause the following selection panel to

be displayed.
[Attendonce Repot _— FAES |
2=

From D ale: Er/2002 =

To Date: Z905/,2003 =
From Employee: | 001 3'
To Employes: 33 g

o A daterange may be specified for the report usingthe From Date and To Date fields.
e Printing can be limited to one or more employees by entering the Employee IDs in the From Employee and To
Employee fields.

To print/preview the report:

1.  Enter the date at which you want the report to commencein the From Date field, or select a
date from the dropdown calendar, and press <Tab>.

2. Enter the date at which you want the report to end in the To Date field, or select adate from
the dropdown calendar, and press <Tab>.

3. Enter the Employee ID from which to start in the From Employee field, or use the lookup
button to select an employee, and press<Tab>.

4. Enter the EmployeeID at which to end in the To Employee field, or use the lookup button to
select an employee.
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5. Click the Print button. Thereport will be displayed in the preview screen from which it can
be printed, as shown below.

Attendance Report

012003 to 22052003

Cenified Uncertitied Compassionate Excused  Unadvised

Emp. Ho. Hame Sichness Sickness Leage Ahesence Absence

001 Wyilliam horgan i} i} 0 45 0
Total Absence Days: 45 Abzenteeism Hate: 4%

ooz Chares Mancini 05 i} o 0 0

Total Absence Days: 05 Abzentesism Rate: 0%

003 Angelinag d'!.':uurc;q 0 0 0 0 4
e

-

Note that the Absenteeism Rate which is shown on this report includes all absence days regardless of type.

3.5.6.2 Holiday Report

While the Attendance Report shows unplanned absences, the Holiday Report
provides a summary of holiday taken, for a specified date range, for all, or
selected, employees. It also shows the amount of holidays that the employee(s)
have remaining to take. This only includes those holidays accrued to date, i.e.
further holidays will be "earned" as the year progresses.

To view this report, select the Holiday Report entry in the Time & Attendance Reports
sub-menu of the Reports Menu. This will cause the following selection panel to be
displayed.

Holidayz Report HE

=&

From D ate: IE]].-'DHIIH =

To Dale: 259/05/003 =
From Employee: ['Il'l Q
To Employes: EEBE Q

o A daterange may be specified for the reportusing the From Date and To Date fields.
e Printing can be limited to one or more employees by entering the Employee IDs in the From Employee and To
Employee fields.
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To print/preview the report:

1 Enter the date at which you want the report to commencein the From Date field, or select a
date from the dropdown calendar, and press <Tab>.

2. Enter the date at which you want the report to end in the To Date field, or select adate from
the dropdown calendar, and press <Tab>.

3. Enter the Employee | D from which to start in the From Employee field, or use the lookup
button to select an employee, and press<Tab>.

4, Enter the Employee ID at which to end in the To Employee field, or use the lookup button
to select an employee.

5. Click the Print button. The report will be displayed in the preview screen fromwhichiit can
be printed, as shown below.

Holidays Report
0MA1/2003 to 2940572003
Holidays Taken Holidays
Emp. Nao. Name In This Period Remaining
o William Morgan 1] 26.00
ooz Charles Mancini 1.5 077
o3 Angelina d'Courcy a 0.00
004 Garaldine Anne OReailly 0 0.3
05 Jill Bloggs [n} 0.3
229 Joe Paxrman 0 1.15
Totals: 15 w7

=

Note that, because HRPay accrues holidays automatically, the Holidays Remaining column will typically contain
some unusual fractionalamounts.

3.5.6.3 Time-keeping Report

The Time-keeping Report provides a summary of the extent to which employees
arrive late for work, or leave before the designated finishing time. This report can
be generated for a specified date range, for all, or selected, employees.

To view this report, select the Time-keeping Report entry in the Time & Attendance
Reports sub-menu of the Reports Menu. This will cause the selection panel shown on
the following page to be displayed.

e A daterange may be specified for the reportusing the From Date and To Date fields.
e Printing can be limited to one or more employees by entering the Employee IDs in the From Employee and To
Employee fields.
e The Start Time field is used to specify the official daily starting time of the business. All starts after this time
will be reported as "late”.
Note: If you want to give some tolerance, or "leeway", increase the starting time by this amount, e.g. if the
official starting time is 9.00am, but a person starting at 9.05am would be regarded as "on time", this
field should be set to 09:05:00.
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e The Finish Time field is used to specify the official closing time of the business. All finishes before this time
will be reported as "early finish".

Time-keeping Report HE

&%

From Date:  [@)/01/2003 =]
To Dabe: Im
From Employes: IFQI
To Emplopes: [399— gl
Stadt Time: [oso000 =2
Finish Time: [173000 =

To print/preview the report:

1

2.

Enter the date at which you want the report to commencein the From Date field, or select a
date from the dropdown calendar, and press <Tab>.

Enter the date at which you want the report to end in the To Date field, or select adate from
the dropdown calendar, and press <Tab>.

Enter the Employee I D from which to start in the From Employee field, or use the lookup
button to select an employee, and press <Tab>.

Enter the Employee ID at which to end in the To Employee field, or use the lookup button
to select an employee.

Enter the official starting timein the Start Time field, or use the "spinbutton” to adjust the
hours and minutes values up or down.

Enter the official finishing timein the Finish Time field, or use the "spinbutton” to adjust the
hours and minutes values up or down.

Click the Print button. The report will be displayed in the preview screen fromwhichit can
be printed, as shown bel ow.

Time-keeping Report
01012003 to 290572003
Late fwerage Early Fverage of
Engp. No. Name Starts  Lateness  Finishes  Early Finishes
Williarn Mangan 2 00:4a 1] 00:00
Late Stan/
Total Late Starts & Early Finishes: - Early Finish Rate: 13%
ooz Charlas Mancini 0 0000 1] 00:00
Late Startf
Total Late Starts & Early Finishes: 0 Early Finish Rate: 0%
o3 Angaling dTourcy ] 00:00 0 00:00
Late Start/ 3
= el #‘—"‘“MMMWJ# Selebieid iy Einis
—
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e ThelLate Starts and Early Finishes columns show the number of times in the specified period that
theemployeearrived late and left early, respectively.

e The Average Lateness column shows, in hours and minutes, how late the employee was,
averaged over the number of late starts.

e TheAverage of Early Finishes column shows, in hours and minutes, how early the employee left,
averaged over the number of early finishes.

e Thesummary for each employee shows the combined total, and the percentage of days on which
theemployeestarted late or finished early.

3.5.6.4 Working Hours Report

The maximum number of hours that an employee can work in any day or week is
subject to legal restrictions. There are exemptions and variations for specific
categories of work and you should check what limits apply to your business. The
organisation of Working Time Act is "policed" by Working Time Inspectors who
may ask to see your records to verify that the regulations are being adhered to.

Failure to keep adequate records is a breach of the regulations and, as with other
breaches, may result in a fine of €1,900. An additional fine can also be imposed
for every day that a business remains non-compliant. Over the last two years,
over €900,000 has been imposed in fines for breaches of the regulations.

The Working Hours Report is intended to highlight excessive daily or weekly
hours. While this is an "after the fact" report, it can be used as a "trigger" to
prevent excesses from recurring in the future.

To view this report, select the Working Hours Report entry in the Time & Attendance
Reports sub-menu of the Reports Menu. This will cause the following selection panel to
be displayed.

‘working Hours Report HE

S &g

From D ate: Esos200e =

To Date: 29/05/2003 =
From Employee: ||I|1 EI
To Employee: |999 3'

Daily Thieshold: 10
Weekly THieshold: 48

e A daterange may be specified for the reportusing the From Date and To Date fields.

e Printing can be limited to one or more employees by entering the Employee IDs in the From Employee and To
Employee fields.

e The Daily Threshold field is used to specify the maximum number of hours to be worked in any 24 hour period.

e The Weekly Threshold field is used to specify the maximum number of hours to be worked in any calendar
week.
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To print/preview the report:

1 Enter the date at which you want the report to commencein the From Date field, or select a
date from the dropdown calendar, and press <Tab>.

2. Enter the date at which you want the report to end in the To Date field, or select adate from
the dropdown calendar, and press <Tab>.

3. Enter the Employee I D from which to start in the From Employee field, or use the lookup
button to select an employee, and press <Tab>.

4, Enter the Employee ID at which to end in the To Employee field, or use the lookup button
to select an employee.

5. Enter the maximum number of hoursthat can be worked in any day in the Daily Threshold
field. Any fraction of an hour must be entered asadecimal, i.e. 10 hours and 30 minutes
should be entered as 10.5.

6. Enter the maximum number of hoursthat can be worked in any week inthe Weekly
Threshold field. Any fraction of an hour must be entered asa decimal, i.e. 37 hours and 45
minutes should be entered as 37.75.

7. Click the Print button. The report will be displayed in the preview screen fromwhichit can
be printed, as shown bel ow.

Working Hours Report
01012003 1o 29052003
Days Over Average Hours Weeks Over Average Hours
Emap. Ho. Hame Limnit Dver per Day Linait Duwer per Vieek
0o Williarn Morgan 30 0.55 20 11.35
002 Charles Mancini 1] 0.00 1] 0.00
003 Angelina diCourcy 1] 0.00 0 0.00
004 (Geraldine Anne O'Reilly 1] 0.00 0 0.00
005 Jill Blaggs 0 0,00

1 1} 0.00 4
e et e e g T m“‘_____r'.r‘":ﬂj
-

Values inthereportare highlighted when the employees has exceeded the daily or weekly limits.
The Days Over Limit and Weeks Over Limit columns show the number of days and weeks for
which the limits have been exceeded.

The Average Hours Over per Day and Average Hours Over per Week columns show the average
number of excess hours on those days or weeks that were over the prescribed limit.

Note: Permitted hours vary according to age. If you have employees who have different

maximum working hours, the parameters can be changed and the report can be
run for specific employees.
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3.6
3.6.1

3.6.2

3.6.3

Other Menus

Window Menu

The Window menu is a standard Microsoft Windows menu element. It allows all of
the windows which are open on the HRPay desktop to be tiled or cascaded. It also
lists the currently open windows so that any window can be "brought to the front”

even if it is hidden behind another window.

Options Menu

The Options menu is used primarily to customise the manner in which HRPay is
displayed. Three of the choices on this menu are toggles, i.e. they switch certain
features on or off. The remaining menu item allows the calculator to be
"launched" so that calculations can be performed when a transaction is being
entered.

The first three menu items on this menu are used to toggle a feature on or off. If the
feature is currently active, as denoted by the checkmark next to the menu entry, simply
clicking the menu item will make it inactive, and vice versa.

The toggle menu items are:

++ Show Sidebar Menu - displays a visual menu on the left side of the screen which allow
transactions and reports to be launched by clicking a graphic
representation of the function.

+« Show Cursor Hints - causes hints to be displayed when the mouse cursor is moved
over a field or button on the screen.

+» Show Status Bar - displays the status bar at the bottom of the screen which gives
hints and shows which company is currently open.

The remaining menu entry is used to display the standard Microsoft Windows calculator.

Help Menu

The first three items on the Help menu are standard Microsoft Windows menu
elements which allow the contents of this help file to be displayed, provide a
search facility for help on a specific topic, and provide help on using the help
system.

The Web User Forum menu entry provides a link to the User Forum on our web
site. This will provide answers to frequntly asked questions and a means of
posting comments, questions, etc.

The Setup Assistant menu entry launches the Setup Assistant to guide you
through the setting up of a new company.

The Task Assistants sub-menu provides access to the Weekly Tasks, Monthly
Tasks, and Year-End Tasks Task Assistants which are used to guide you through
the periodic tasks that must be performed.
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The remaining two menu items give support information and details of the current

installation.
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4.1

How to get help!

Before you lift the phone to seek assistance in using HRPay we would ask that you
first confirm that the answer to your query is not covered in the help system or in
this User Manual. Please note that we cannot supply telephone support unless
you are a registered user. However, free support is available to all users by email
or by using the User Forum on our web site.

If you carry out the following checks before calling, it will help us to answer your
guery more effectively:

Is the problem unique to HRPay or do you have a similar problem when using other
applications?

If so, you should read your Windows User Guide and/or the manual which came
with your computer.

Is the amount of free space on your hard drive less than 5Mb?
If so, you should free up some disk space by deleting unwanted files.

Have you recently downloaded any programs from the Internet or any other public
network?
If so, you should run a virus check to verify that your system is virus-free.

Have you installed any new hardware or software since the last time you
successfully ran HRPay?
If so, you should remove the hardware or software and see if this fixes the problem.

Have you used the search facility in the help system to see if there are any topics
related to the problem you are having?
If not, try it! You might find something that helps!

Have you read this User Guide????

If, after carrying out these checks, you have not managed to resolve the problem,
you are ready to call us. You can do so by:

Internet: The User Forum at www.aquilatechnology.com is intended as a first

"port of call" for support issues.

Email: support@aquilatechnology.com
Phone: Use the support number provided as part of your support contract.

Post: Aquila Technology,

49 Tur Uisce,
Merlin Park,
Galway, Ireland.
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4.2

Help Tools

There are a number of sources of help available to the user of HRPay. The most
obvious of these is the User Manual. However, mindful of the fact that most
people don't like reading manuals, we have tried to build as much assistance as
possible into the system. We have also tried to make this help quick and easy to
access.

The major help features built into HRPay are:
Cursor Hints.

Like most modern Windows software, HRPay provides a facility to show or hide context-
sensitive help labels, similar to that shown below, when the mouse cursor is moved over a
button or field.

This feature can be switched on and off using a menu choice in the Options menu.
Prompts.

Whenever button or field hint labels are capable of being displayed, a prompt is shown in
the status panel at the bottom of the screen, as shown below.

nl Mainlain codes | 211

This prompt may simply be the same as that displayed in the button/field hint labels, or it
may include additional text.

Popup Help Panels

In most Windows applications, help is provided in a separate window which must be
closed or minimised before you can continue with the current task. HRPay provides an
instant help facility which can be accessed by pressing F1 or by clicking the right mouse
button in any entry field. Pressing F1 in any field will cause a help panel to "pop up", as
shown below, whereas clicking the right mouse button will display a "What's This" menu
next to the field which can be used to display the popup help.

= | 1 2 ] : 1 L
1 12 13 14 15 16
“8 19 | on | m 72 | 99
25 || ¥¥henony singks day in the colendar iz right-clicked, s conte:d
e mer alows the selected day 1o be s bo working or
non-working, If the Week number 2 right -clicked, the changes
arg applisd to all days in el wesk

nadvized
: 4&’% 0.0 Wﬂ'gggﬂﬂ

.

Popup help can also be displayed by pressing Shift and F1 together. This will cause the
cursor to change to a question mark. Clicking on any screen element with this help cursor

will cause popup help to be displayed, provided that help is available for the item in
guestion.
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Context Sensitive Help

The help system may be accessed at any time through the Help menu on the main menu.
Accessing help in this manner allows you to start with the Help Contents and navigate
through various topics. You may also initiate a topic search by selecting the Search for
Help On... menu item and look for help by typing a keyword.

However, the help system can also be activated by clicking the Help button on any
transaction or inquiry screen. This will cause the help for that specific transaction or
inquiry to be displayed. This "context sensitive" help is more likely to answer your query
than a general wander through the help system.

Task Assistants
To help you with the setting up of HRPay, and the sequence of tasks that must be carried

out on a weekly, monthly, and quarterly basis, a number of Task Assistants can be
launched which guide you through the steps involved in these activities.

< HRPay Tosk Assistont [ [}

Fde Edt EHookmak Lpbons Help
Esit | Hide Task sssistard|
Weekly Tasks

At the: end of each week, & short sequence
ol adlivilies are followed 1o process pay for
. all employees whosse payday Talls in this
pericd. By follcwing the inks given below,
tiwe ngderwant clisdogs: can be aunched in
HitPay wihich will baks yen Bhircuagh the
wskly process from beginrang to end

Wy Thesa steps should be completed in the
SEUusnce Shiwn below .

B Binciop your dats

_l Enber final rnscand valies

e B
_l Enterfvarity & savs lhe penrsips
e Sl ek e
sz the pavroll 8 prink paveloe
T

User Forum

The HRPay User Forum on our web site is used to announce new releases of the product,
gather requests for future enhancements, and act as a means of problem sharing and
problem resolution for our customers. Any queries posted to this forum are answered
within 24 hours and the problem, along with the suggested solution, remain on the forum
as an information resource.

You can access the Forum directly by selecting the Web User Forum entry in the Help
menu.
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4.3 Registering HRPay

When you first run HRPay, a screen will be displayed, indicating that the product has not
been registered. HRPay is initially provided as a 30 day evaluation version, even if you
have purchased your copy directly from Aquila Technology or from an approved dealer. In
order to extend the usage of the product beyond this 30 day period, a unique "unlock"
code must be entered. This code is supplied to registered users on receipt of the
registration details.

To register your copy of HRPay, return the completed Registration Form and your
registration fee to Aquila Technology, or to the dealer who supplied the software. Please
check that you have supplied the correct installation serial number when returning your
registration. This can be found on the initial warning screen, on the About screen, or on
the product registration screen, as shown below.

e will then zend pou suppart information and a
pazzword which pou can use to regizter this program.

Your zenal number iz
AGEDZ24094F 2739002365

-
-

Once you have received your "unlock" code, you can proceed to the Registration Details
screen, as detailed in Section 3.1.5, and complete the registration.
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Employee Details - Deductions 49
Employee Details - General 46
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