Payroll Generation


PAYROLL GENERATION 
After the Payroll details have been entered and saved in the system – via either Pay Master entries and/or Time Card Entries, the next step is to generate a Pay.

The Generate a Pay process will generate the payroll for each employee selected, the tax and consequent nett pay figures will be calculated, and so the necessary reporting may take place.

If any errors are found after the Generate, or you realize that some time card entries have not been posted, you will then have to reset the payroll run using Reset Payroll process.
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. 

GENERATE A PAY SCREEN

· Pay Entity Group – Make your selection from drop down list of the Entity group that you are going to generate the Payroll for at this time.  
It should be noted, that only Employees who work for the nominated Entity Group will be included in the Payroll Generation process.  
To check the Works for Entity – navigate to Employee Details, Pay Details Screen.  If this needs to be changed, you should use the Transfer an Employee process in the Payroll Transactions, Pay Master Functions menu.
· Frequency – Make your selection from the drop down list of Pay Frequencies.
It should be noted, that only those Employees who Work for the nominated Entity in the first option on this screen, and whose Employee Details, Pay Details – Pay Frequency option is set to the same Pay Frequency that is selected here will be included in the Payroll Generation process at this time. 
· Pay Hours Until – Any Time Card Entries that have been posted up until this date will be selected for payment in this Payroll Generation process. If you do not use Time Cards you can leave this field to the current default. 
· Journal Date – This is the date that the pay is to be processed.  The date entered here will affect the month and Year in which the entries are recorded. This is the date that the General Ledger will be updated with the Posted Payroll details.
· Process Date – This is the date that the pay is to be processed and will appear on the pay slip for each Employee included in the Pay run.  This date will be used as the date the Employee Bank Accounts were updated (when processing the Pay via the Generate a Banking file).
· Payslip Message – Enter any free form text that you want to appear on every Pay Slip in the current Payroll Generation process.  
If there is no Payslip Message to be included, this field can be left blank.
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Figure 1: Generate a Pay Screen
Click Save.
The Payroll Calculation Summary will display on screen.  You can choose to print this report if you wish.  
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Figure 2: Payroll Calculation Summary Report
Click Exit to return to the Menu.

If you find that errors are found after the Generate, or you realize that some time card entries have not been posted, or you need to enter/adjust Pay Details for an Employee in this pay run, you will have to reset the payroll run using Reset Payroll process.

If everything is correct with the Payroll Calculation Summary Report, skip to the Generate Banking File step (it is assumed that each Employee is paid via direct payment to their Bank Account).  

RESET PAYROLL FOR CALCULATION
This process allows you to reset the payroll for the regeneration and re-calculation of the payroll system. This will generally be required if you uncover some error or omission in the information used for the original payroll calculation.

The payroll may be reset at any time up until the actual posting of the pay journal process.

Once a payroll calculation has been performed, certain functions such as processing time cards will be inhibited, to ensure the integrity of the system.

So, if for example you have discovered a batch of unposted time card entries which should have been included in the payroll calculation, you will have to reset the payroll system using this process before the time cards can be posted.

Obviously, if you reset the payroll, you will have to perform another payroll calculation and re-produce all of the reports that you require to document your payroll run.
RESET PAYROLL SCREEN

· Reset – Click Reset button to reset the current generated Payroll.
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Figure 3: Reset Payroll for Calculation
ADJUST PAYROLL DEDUCTIONS

This process may be used to make minor adjustments to "deduction" amounts of an Employees pay, once it has been automatically calculated.  (Ie. Must do a Generate first.)

This is most useful for "tax" type deductions which are automatically calculated by the system.  This process may be useful for adjusting odd "cents" so that tax calculations from this system line up directly with manual calculations, or with another system, or with pays that have already been processed (useful when this Payroll module is first implemented and may be running in parallel with another system).

You may only "change" deduction amounts, ie. You cannot insert other types of deductions or delete existing ones entirely.  As each deduction amount is changed, "total" figures are amended so that the net pay of the employee may be monitored.  You may NOT change the deduction amounts so that the net pay for a pay packet goes negative.

· Employee – Enter the Employee Code that you wish to make the adjustment against.
· Pay Pkt – Enter the Pay Packet for this Employee that you wish to make an adjustment. 
Make the required changes to the Deduction amount.  Save any changes.

If you have generated the Banking file, you will have to run this process again, to take into account any changes you might have made here. 
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Figure 4: Adjust Payroll Deductions Screen

PRINT PAY SLIPS

This process prints pay advice slips for every Employee within the range you select here, who is included in the payroll that you have just generated. 

These pay advice slips can then be distributed to your Employees as a notification of their actual pay.

Pay advice slips are generally produced for all Employees, whether they are paid with cash, cheque or bank deposit.
· Printer – Select the printer where you wish to send the Pay Slips to print.

· Start Employee – Enter the Start Employee code for selection to print the Pay Slips.
· End Employee – Enter the End Employee Code for selection to print the Pay Slips.
· Sorted by Entity – If you have a number of Employees in the current Pay run you may like to sort the Pay slips in Entity order.  Check for Yes, leave unchecked for No.
· Auto Email – Indicates if the Pay Slips will be automatically emailed or not. 
Select Print to print selected Pay Slips to designated printer.
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Figure 5: Print Pay Slips Screen
GENERATE BANKING FILE

This process actually generates and creates a DOS file that can be sent to the bank with your payroll details. 

You simply specify the directory path to automatically create this file. The system will automatically include details for all Employees included in the current pay run, who have indicated that they payroll be paid via direct deposit. These details are set up in the Employee Master file.

· Bank Account – Select the Bank Account from the available list, as the Bank Account to withdraw the funds from for the current Payroll. Bank Accounts can be set up via the Direct Banking Details process in the Payroll Maintenance Menu.
· Process Date – Is a display field and will default to the date that was entered in the Generate Pay screen as the Process Date.
· Directory to save the file in – Enter the directory location to write the DOS file to. The directory location must exist.
· File Name – This is a display field and will default to the file name required by the Bank selected above, that has been set up in the Direct Banking Details process.
Click Generate.  
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Figure 6: Generate Banking File Screen
The Banking details will then be written to the location as specified in this screen.  You can then use this file to import into your online Banking software to process the payroll.
DEDUCTIONS TAKEN REPORT
You can use this process to print a report listing the Deductions taken in this current Payroll.

Click Print and the report will be generated.
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Figure 7: Generate Deductions Taken Report Screen
Print the report if required, or Exit to return to the Menu.
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Figure 8: Example of the Deductions taken report for the current Payroll
PAYROLL EDIT LIST

The Payroll Edit List process produces a report that relates to the current Payroll Generation process.  
The Edit List is non destructive, and can be run as often as required to ensure that the information relating to the current payroll being generated is correct and accurate.
Click Continue to produce a Payroll Edit List.
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This process produces a Payroll Edit List, which shows all of the information that
relates to the most recent payroll generation, and that would be used to update the
Payroll and General Ledger System.

If any errors, mistakes or omissions are found with this information, the payroll may
be reset for a re-run using the "patReset" process.

If the information is found to be correct, then the journal and update process,
"patPostPay” may be run.

The edit list is non-destructive, and can be run as often as required to ensure
that the information relating to the current payroll being generated is correct
and accurate.





Figure 9: Payroll Edit List
PAYROLL JOURNAL POST
Only after you have confirmed that the current information in the Payroll Generation is correct, should you run this process.

NOTE!!! – If you have generated a Payroll that has Employees being paid via Direct Deposit BUT you have not generated the Banking file, you will be stopped from posting the Payroll until the Generate Banking file has been run.
Click Continue.
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This process actually posts the payroll information which was generated with the "GENPAY" process. This will update the General
Ledger and Payroll History and Year to Date information, and also clear the information from the paymaster area that was used
with the currently generated payroll.

‘Once information has been updated via this posting process, no changes are possible, although the "REBANK" facilities allow you
to completely reverse the entries associated with an individual pay packet. This could then allow you to enter the correct details
for this person, and generate  new payroll for a single employee.

(This is typically performed by assigning the employee to a special pay frequency, and then generating a pay for this frequency.
Don't forget to put the employee back to their "normal" frequency once you have finished.)

Two different types of entries are made to the General Ledger System, depending on the source of the transactions used in the
payroll calculation.

For entries originating from the Time Card system, we have already posted the expense items, with an offet being posted to the
"Accrued Fayroll” account defined in your Payroll Parameters via the "PAPARAM" process. Therefore the Payroll Journal would
post a Debit to the Accrued Payroll Account, and a corresponding credit to the Payroll Clearing Account, also defined on your
parameters.

However, entries made directl with the employee paymaster "EMPAYDET" function have not been sent to an expense account,
nor have entries been generated via the "Autopay” process. Therefore, for these entries, a Debit s posted to the correct expense
‘accounts, and once more a credit s passed to the "Payroll Clearing"” account, as specified on your parameters.

In both instances, when you actually record the payment of monies (for cash payments, or drawing one company cheque to
cover the wages) typically via a cheque drawn from the Accounts Payable or Bank Reconciliation System, you should Debit the
Payroll Clearing Account, and Credit the corresponding Bank Account.

Exceptions to this last scenario are when employees are paid by cheque or via direct bank entries. In these cases, the bank
‘account will have been credited (not the "Payroll Clearing" account), and entries for the cheques or direct debit will be posted to
the Bank Reconcilition system automatically (assuming you have the B/R integration option selected).
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Figure 10: Payroll Journal Post Screen
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� Only required if you need to adjust any Payroll Deductions


� Only required if a Bank Deposit List will be presented to your Bank with instructions to distribute the amounts shown to the indicated accounts.


� Only required if you print the Deductions Taken Report
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