Payroll – Master file Maintenance
The payroll master file contains the details of all employees. Each employee has a unique “pay number” per company, with a consistent GUID number. The GUID number is the employee’s Global Unique Identification Number. 

In order to be able to enter a new employee, they must first exist in the Hr Master. This ensures an employee has his HR details available across all companies he may be employed by. 

To add a new employee, we need to “look up” a master file record. 
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Payroll- Masterfile Maintenance

‘The payroll masterfile contains the details of all employees. Each employee has aunique “pay number”
percompany, witha consistent GUID number. The GUID number is the employee’s Global Unique
Identification Number.

Inorderto be able to entera new employee, they mustfirst existin the Hr Master. This ensures an
‘employee has his HR details available across all companies he may be employed by.

Toadd a new employee, we need to “look up”a masterfile record

Words:57 | < _English (Australa)

[e=gcor s om

| [5]





The above “lookup” dialog is accessed by clicking the blue hyperlink “Pay Number”, or by pressing “Alt + S” at the same time. This is a keyboard shortcut. As you can see from the sample above, John Sainsbury does not have a pay number for Dawson Mine Maintenance. 

If we wanted to add this person to the current payroll, we would click “Next No.”, to obtain the next highest pay number not currently used. To confirm the selection, click “Select”. At this point the pay number is rechecked to ensure it is correct to use.
If we clicked “select”, and the new number was valid, then we would have a pay master record filled with a number of the details already provided. The fields already provided come from the HR module. The assumption is common data will need to be changed in each company, as it is updated. An analogy is where the employee changes their address. It can be changed in the HR module, or in any of the companies they are registered in. Information is automatically updated across all areas.

Banking and superannuation are static, so if banking is changed in one company, it is changed in all companies. Similarly, if an employee changes their super company by choice, then that change is in all active payrolls. This is true for new payrolls this employee may be engaged on. Below is an example of a default set of data for the selected employee.
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Toadd a new employee, we need to “look up”a masterfile record
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‘The above “lookup” dialog is accessed by clicking the blue hyperlink “Pay Number”, or by pressing “Alt +
5”at the same time. This is a keyboard shortcut. Asyou can see from the sample above, John Sainsbury
does nothave a pay number for Dawson Mine Maintenance

Ifwe wantedto add this persontothe current payroll, we would click “NextNo.”, to obtain the next
highest pay number not currently used. To confirm the selection, click “Select”. At this pointthe pay
numberis rechecked to ensure it is correct to use,

Ifwe clicked “select”, and the new number was valid, then we would have a pay master record filled
witha number of the details already provided. The fields already provided come from the HR module.
‘The assumption s common data will need o be changed in each company, as it is updated. An analogy
iswhere the employee changestheir address. It can be changedin the HR module, orin any of the
companiesthey are registered n. Information s automatically updated acrossall areas

Banking and superannuation are static, 5o if banking is changed in one company, it is changed in all
‘companies. Similarly, if an employee changes their super company by choice, then that change is in all

active payrolls. This is true fornew payrolls this employee may be engaged on. Below s an example of a
defaultsetof data for the selected employee.
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As you can see above, as much information already known is pre-populated. Our first task is to create an employment history record. Simply set the start date (defaults to today) and click start. Ensure you have the personnel code set correctly first. If you make a mistake, you can click the employment grid to show an edit feature. 
[image: image3.png]= x|

o NS v| Group | Dawsons Mine Mainter v 040472010 ¥

1519 %| Company | Dawsons Mine Maintenance Pty Ltd v LastPaid | // GUID 7635

Detalls | Default Paycodes | Pay - Retes || Comments | Barking Detais | Super Detais | Acorusls | Earings Histry | Documents | Job History.

{8 Pay - Edit Employment History

Start Tem Status Posiion
PERMANENT | CLERK.

Sumame

First Name

Street

Suburb

g=n Start Date [I/04/2010 v | Term Date [04/04/2010 v Not Terminated

Date of Bith
Position  |CLERK

Gender Status [T | [PERMANENT Save Delete

Security Level e Acoess
Pasition cLen Provision Date | 04/04/2010 % P Msir
Print Destination |Defauk Prvter WA Detals | [ Okw ] [ save ] [Coousobome ] [ _Ewt ]

AaBbCCDC

AaBb(

Heading 1

Thormal

[k se

i

1519 S| Company | Dawsons Mne Msrtensce Py Ld v Last Paid | // Ui (765

Dot | Detauk Paycoes | Pay- Rtes | Comment | Barking Dets | Super Detads | Accru | Eaings Wiy | Documents | Job Wiy

Stat TemDate | Staus Posion

Sunsme  [sANSBURY
FistNome 10N WILLAM souvate (w20 v et
i FOBOX4S Personnel Code 1 v | [PERMANENT

Subub STRATFORD

State w | Accmallevel 1 ] [Accuslevel- 1

Date of

w  [zonse ) a8 1 ] [camns

Gender M ov Tog 001 ] [OMM -ADMINISTRATION

SecuityLevel |1 v| 1feasio10 Group. Wsge:  v| (2] EnableWeb Paysip Access

Position cLeRK Provision Date 040472010 v (CrimMaster

Pint Destinaton (Dt Pieer _v| [ A Dots ] [ Cow ] [ o ] [Cometome] [ _En

Asyou can see above, as much information already known s pre-populated. Our firsttaskis to create an
employment history record. Simply setthe start date (defaultsto today) and ciick start. Ensure you have
the personnel code set correctly irst. If you make a mistake, you can click the employmentgrid to show
anedit feature
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Simply correct the entry and click the save button. The accrual level is 1 by default, and is used for advanced accruals. Generally this is not used. The pay location is a regional setting, used for payslip distribution. By default all new employees are security level 1. Staff employees are set to level 7 so as not to be accessed by other staff by mistake. Details are visible if you have access to the master file maintenance, or master file query, but the details are limited to not sensitive data.
The company division is the usual location of the employee. It is used for statistical reporting etc. As timesheets are entered, the costs are apportioned to the division assigned in the job master.

In order to maximise payroll throughput, there are default settings passed through to each pay process. The most standard default code is the salary sacrifice for super. 

The pay rates tab is just that. It is used to define pay rates for the individual if the same rates will be used constantly. This would be true for salary and other permanent employees. We have the option of determining where to print the payslip, and nominating normal working days. 
The next tab is comments. Comments are global across all companies, and the company code gives insight into which company the comment was made. This is then a permanent record of events, across all companies.

As discussed earlier, banking exists as the same in all companies. Therefore, if you change someone’s banking in this company, it is also changed in all other companies. If an employee is newly added, and has been employed by another company before, the banking is already populated. It is important to note only level 9 security users have permission to alter the banking. All banking changes are to be authorised by the level 9 user. The “Test Account” button is used to test if banking exists elsewhere. This will ensure a new employee is not paid to an existing known account. It is best practice to mark accounts as not current when not used, so as to have a visual history. Employees also turn on and off their banking, so having the details already allows for fewer errors.
The “Reset Web Password” is used to do just that. Employees, who have been given a password and allowed access, are able to reprint any processed payslip. Due to historical records, older payslips do not have banking information. 

The next tab covers super. Each person can only have one super account at any one time. You are able to set up other accruals etc to cover other types of bonuses. A super scheme should only be changed at the end of a period. If you change a person’s super half way through the month, it is possible they will receive 2 lots of super contribution. To avoid this we journal month to date transactions form the old fund to the new fund, and change the opening date to the beginning of the month. 

The reportable super is a value of extra super contributions, not directly sacrificed. What could happen is where an employee salary sacrifices super, as well the employer pays directly into super, not via normal contributions. The sacrificed and external super contributions are to be separately reported on the version 9 and above specification for PAYG Payment Summaries. The figure entered as reportable super is the external value, represented as a per annum value.

The next tab covers accruals. All permanent employees accrue personal and annual leave. As work cycles vary, all employee contracts express leave as days per year. An example is a usual employee is considered to be entitled to 20 working days per annum. In the dark days of hourly rate contracts, this would be hard worded as 4 weeks at 38 hours = 152 hours. This was generally accumulated each week as a fractional value per worked hour. This was okay until people started to work rosters. 

To combat this, we now accrue on a time elapsed value. In the example below, we can see the employee has worked 2939 days. The total gross accrual is 161.04 days. He has taken leave to date of 664 units at 8 units per day, amounting to 83 days. Therefore he is entitled to 78.04 days leave. 
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The nexttab covers accruals. All permanent employees accrue personal and annualleave. As work
cyclesvary, all employee contracts express leave as days peryear. An example isa usualemployee s
consideredtobe entitled to 20 working days per annum. In the dark days of hourly rate contracts, this
wouldbe hard worded as4 weeksat 38 hours =152 hours. This was generally accumulated each week
asafractional value perworked hour. This was okay until people started towork rosters.
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To combat this, we now accrue on a time elapsed value. Inthe example below, we can see the employee
hasworked 2939 days. The total gross accrual is 161.04 days. He has taken leave to date of 664 units at
8 units per day, amountingto 83 days. Therefore he is entitled to 78.04 days leave.
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The pay rates screen allowed us to enter the number of days per year the employee will accrue leave.  The hyperlinked fields can be clicked to gain more detailed information.
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To combat this, we now accrue on a time elapsed value. Inthe example below, we can see the employee
hasworked 2939 days. The total gross accrual is 161.04 days. He has taken leave to date of 664 units at
8 units per day, amountingto 83 days. Therefore he is entitled to 78.04 days leave.
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The pay rates screen allowed us to enterthe number of days peryear the employee willaccrue leave
‘The hyperlinked fields can be clicked to gain more detailed information,
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The next tab is the earnings history. Whilst we can view the same information from the query module, it is handy to gain information while performing other tasks. The grids are left blank by default, to save on processing time. Simply enter a date range, or accept the financial year to date. The lower grid (summary transactions) will fill with detailed information based on navigation in the summary details grid. 

If you change selected items in the details filter, simply click the “Refresh” button to refresh to summary transactions grid with the currently selected summary details, or click “Refresh Summary” to reapply to all summary details. Clicking the summary / detailed radio buttons below the summary transactions grid will expand to all timesheet entries for details, back to summary per pay code in summary transactions mode.
The next tab is for storage of payroll specific details. This would be employment contracts and possibly medicals for this company. Documents can be any format, however you must consider other users who may have access to this module, and may not have your program installed. It is best practice to store documents as PDF.

The last tab is Job History. This is a quick reference of the jobs for the last twelve months by default. The details view gives more information, and is useful for pay queries, as most non-staff employees are entered daily. This gives an instant picture of what payslip may have been overlooked during payroll processing.
