Pay Master Entries


PAY MASTER ENTRIES
This process allows payroll details to be input for individual Employees. 
Details to be input for each Employee, include Tax Week and Auto Addition/Deduction Multipliers and Divisors, Classifications, Pay Factors, Hours worked, Addition & Deduction details.
This process is used to pay Employees if you do not have the Job Costing system. The Time Card Entries process (see Time Card Entry document) found in the Payroll Transactions, Data Entry Menu, would be used to enter Employee details, if you do have the Job Costing System, as this allows costs to be entered against Jobs.
Fields indicated as mandatory (Red Label) require data input where the other fields indicated with a Black Label do not necessarily require input, but any default entries in any of these field can be changed if necessary.
To access Help for all fields – position cursor in the field and press F1 or click on [image: image1.png]


Help button.

To access Search for fields that have Search available – position cursor in the field, Click on [image: image2.png]Search



Search Button, or right click and select Search option. 

EMPLOYEE DETAILS – HOURS SCREEN
· Employee Code – Enter the Code for the Employee for whom you are entering the Pay information.  Each Employee must be identified by a unique code. 
If you do not have a Code for an Employee: – position cursor in this field. 

· Right click with the mouse
· Select Maintain.  You are then taken to the Employee Details process where you can create the Employee Details record. 

· Save all changes.

· Exit and return to the Pay Master process.

· Enter the Employee Code you have just created.

· Pay Packet – This is the Pay Packet number for this Employee.  
Each Employee may have more than 1 Pay Packet per pay.  Enter 1 if this is the first Pay Packet for this Employee for this pay.  If this Employee is to receive another pay for this period, enter 2 for the next Pay Packet.
· Tax Weeks – Multiplier – This figure is used as a multiplication factor for the system to automatically calculate PAYG tax for this employee, and is defined by the Tax Office for "normal" rates of pay to bring their earnings back to a weekly equivalent figure.

For example, for weekly and fortnightly pay periods, this figure is "1", but for monthly pay periods is defined as "3". Refer to the Tax Office document "Statement of formulas for calculating amounts to be withheld" (NAT 1004) for more details.
· Tax Weeks – Divisor – This figure is used as a division factor for the system to automatically calculate PAYG tax for this employee, and is defined by the Tax Office for "normal" rates of pay to bring their earnings back to a weekly equivalent figure.

For example, for weekly pay periods this should be "1", for fortnightly pay periods a "2", and for monthly pay periods is defined as "13". Refer to the Tax Office document "Statement of formulas for calculating amounts to be withheld" (NAT 1004) for more details.
· Add/Ded Weeks – Multiplier – This figure is used as a multiplication factor for the system to automatically calculate any standard additions and deductions associated with this employee.

For example, if you have standard additions and deductions entered which have weekly amounts against them, but this employee is going on 3 weeks leave, you would want to increase these weekly amounts by a factor of three. This could be achieved by entering a "3" in this field.
· Add/Ded Weeks – Divisor – This is a division factor to be used when automatically calculating addition and deduction amounts associated with this employee. 
For example, if you have standard deductions set up for a fortnightly pay period, and for some reason you are doing a special pay for a single week, then you would indicate a "2" in this field, which would effectively halve the normal amounts (which pertain to a fortnight rather than a week).
· Classification – Enter the code of the Classification that the Employee worked under for the respective period of time.  Eg.  Manager, Supervisor etc.  
Classification Codes must exist on the system. 
If you do not have a Code for the Classification: – position cursor in this field. 

· Right click with the mouse

· Select Maintain.  You are then taken to the Payroll Classifications process where you can create the Classification entry. 

· Save any changes.

· Exit and return to the Pay Master process.

Enter the Classification code you have just created
Typically you would have different Classification Codes set up for each of the different job types, as it is often the case where certain classifications may be paid at different rates in accordance with job responsibilities or duties. Eg. Workshop Foreman, Store Supervisor, Manager, Junior Storeman etc. 
· Pay Factor – Enter the Pay Factor Code that refers to the actual Rate at which the Employee worked for the hours being paid.  
Examples of different pay factors might include NT for Normal Time or DT for Double Time.

Each Pay Factor can be specified in the Payroll Maintenance – Factors process to be paid at the award rate rather than the Employees amount. 
If this is the case for the Pay Factor you are accessing, then the award that the Employee is under maintained on the Pay Details Screen of Employee Details must be associated with the classification that has been entered. If the award has no association with the classification then an error message will be shown and you should go back to the Classification field to correct this: (or change the Classification field) 
· Right click with the mouse

· Select Maintain.  You are then taken to the Payroll Classifications process where you can set up the Award/Classification Association.

· Save any changes

· Exit and return to the Pay Master process.
· Hours Worked – Enter the actual number of hours that the Employee worked under for the Classification and Pay Factor nominated.
· Charge Entity – Select the Entity from which the employee worked the hours being paid for here. 
· Shift – This field is only asked if the Shop Floor Control Module has been installed and the Using Online Timecards question is Payroll Parameters is set to yes.
If this module is being used, then shifts may be maintained to represent the different shifts (time periods) that an employee may work in a day.
When entering an employees time details, you may enter the code for the "Shift" that he worked in this field.  This may be used for strictly documentary purposes or for the purpose of adding in "shift allowances" (extra amounts added to an employee’s rate of pay if he works a certain shift).  

The default shift code appearing in this field comes from the Shift field in the Employee Details File, Pay Details Screen.  
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“This is the code relating to the employee for whom you are entering pay information.





Figure 1: Paymaster - Hours Screen
If you have additional hours to enter for this Employee, click on the Next Row button. 

Or click on the Additions or Deductions tab to enter any of these details if necessary.

If there are no Additions or Deductions to be entered, Save your work and click on New button to continue to enter the Pay details for the next Employee.

EMPLOYEE DETAILS – ADDITIONS SCREEN

If the Employee has any Additions that are to be included in this Pay you should enter them on this screen.
If the Employee is not receiving any Additions in this pay, you should leave this screen blank.

· Addition – Enter the code for the Addition that this Employee will receive.
All codes referenced here must exist on the Pay Additions file which is maintained in the Payroll Maintenance Menu, Payroll Additions process.  

· Amount – Enter the amount of the Addition that the Employee is receiving.
· Charge Entity – Select the Entity that will be charged with the amount of the Addition.
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Figure 2: Paymaster Additions Screen
If you have more Additions to enter for this Employee, click on the Next Row button, or click on the Deductions Tab in the table to enter any Pay Deductions for this Employee, or Save your work and click New to enter pay details for another Employee.
EMPLOYEE DETAILS – DEDUCTIONS SCREEN

If the Employee has any Deductions that are to be included in this Pay you should enter them on this screen. If the Employee is not having any Deductions included in this pay, you should leave this screen blank.

· Deduction – Enter the code for the Deduction that this Employee will receive.

All codes referenced here must exist on the Pay Deductions file which is maintained in the Payroll Maintenance Menu, Payroll Deductions process.  

· Reference – Enter any reference to be included with this deduction.  

· Percentage – Check this option if the deduction is to be a Percentage, rather than a Dollar amount.

· Amount – Enter the amount of the Deduction that the Employee will have taken from this pay.

The Amount and Percentage will default with the details that have been entered in the Payroll Deductions process for the nominated Deduction.  You can over right these options if required.
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Figure 3: Paymaster Deductions Screen
If you have more Deductions to enter for this Employee, click on the Next Row button. 

Don’t forget to Save each entry – when you have completed entering the Pay Hours, Additions and Deductions for each Employee.
You can then click on New to start entering the Details for the next Employee.

Click Exit when you have completed entering the Paymaster details, to return to the Payroll Pay Master Functions Menu.

The next step, after you have entered and saved all entries in the Pay Master Entries process is to generate a Pay.
Navigate to the Generate a Pay process. (See Payroll Generation document)
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