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Overview I

Guide Summary

This User Guide is intended to help the SmoothPay Payroll user to set up annual holiday leave and other leave
correctly, and discusses establishing and changing leave accrual methods and paying out leave and final pays to
your staff.

SmoothPay provides a comprehensive variety of methods of leave accrual, recording and valuation of that leave
when it is taken, as well as various options on how to show the employee’s leave balances on payslips.

SmoothPay will automatically calculate the annual leave averages and Relevant Daily Pay rates in accordance with
our interpretation of the Holidays Act and other relevant publications, unless you have elected to override the
Holidays Act settings.

Any clarification required of the Holidays Act should be sought from the Labour Department.

It is important to appreciate that the Holidays Act prescribes the methods to be used, and we advise sticking to the
Act and recommended program settings.

We hope you find the information contained in this document useful.

If you have any additional questions, please feel free to call for assistance.

Does SmoothPay comply with, and provide for the requirements of, the Holidays Act?

Yes. SmoothPay provides the mechanisms for accruing, paying and recording leave in accordance with the
Holidays Act. When used correctly, SmoothPay’s results will be as per the requirements of the Act.

A Statement of Compliance is available on request from the HelpDesk which explains how SmoothPay meets the
requirements with specific reference to Section 81 of the Act (Holiday and Leave Record).

Recommended settings I

1. Set each employee's annual leave method to 4 weeks (unless casual), set their anniversary date to their
natural start date (or latest anniversary). For new employees we would recommend using the default settings.
See notes below if you'd like to implement a common company anniversary.

2. If the employee’s contract is for other than 5 days per week (any part day is regarded as ONE day), set the
number of days in Employee..More..Contract screen.

Set each employee's sick leave method to 5 days, maximum to 20 days.
Special and Alternative leave — should be set to be recorded in days.

For new employees - do not change the defaults - they should be 4 weeks annual (unless casual), 5 days sick
(unless casual).

6. If you wish to see leave calculated to date on payslips, then you can set this in Company Setup..Payslip
settings. The recommended settings are:

* Holidays: Balance from last anniversary (this is in accordance with the Act's provisions that leave accrues
AFTER 12 months service - to show it any other way may be misleading, and inaccurate if the employee
leaves as the final calculation will be based on actual work since anniversary and not an arbitrary guess
based on time elapsed since the last anniversary). You can however elect to show the leave accrual "to
date".
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* Sick: Do not show. The reasoning here is that if an employee is constantly appraised of their sick leave
entitlement, then it eventually becomes accepted as an entitlement that must be used.

* Special: Do not show. Inapplicable these days, as all special leave types are "self-balancing” (or should be

set that way in Payroll Codes..Special Leave codes). The Act provides for the minimum provisions for
special leave (eg Bereavement), so that when you pay out special leave the same amount is granted to the
employee resulting in a zero balance. Some employers provide for a special week's leave after a period of
service - this may be added to their entitlement and used up via a non-balancing special leave code.

* Alternative: Show on payslip. This leave may be accrued and paid out when used, or paid out by
agreement if remaining unused as determined by the Act.

\ Comments

Leave MUST BE RECORDED in order to comply with the Act. This applies to all staff, be they salaried, casual,
whatever.

All employee’s anniversaries should be set to their actual start date anniversary, rather than a “company”
anniversary. SmoothPay will take care of leave taken in advance due to Christmas closures etc. The concept of
“Company” anniversaries was originally implemented to make the manual calculation of annual leave easier, but
causes additional problems (ie. When an employee’s annual entitlement changes from 4 to 5 weeks, you would
need to compute the portion of the 5 weeks leave from the employee’s last natural anniversary to the “Company”
anniversary, and add that to the portion of the 4 weeks leave up to their last anniversary — a complicated and
unnecessary task).

Casual employees should be set up at 8% per pay period, which SmoothPay will pay automatically each pay (a
casual employee works on an “on call” basis, and their employment contract is deemed terminated at the end of
each pay period).

An option is available to suit casual employees on an inclusive rate (esp. Orchard workers on piece rates). This
requires the employee to be set up as Casual, zero% leave accrual and that you tick the option in Company
Setup..Options to recognise inclusive pay rates. This permits you to pay staff an inclusive rate for piecework, and
have the 8% content of the gross pay to be calculated and shown on the employee’s payslip as a $value.

SmoothPay provides a series of Pay Rate Assistants that suggest the best applicable pay rate, an option to use up
remaining leave balances, and a reporting option that indicates exactly how the suggested pay rates were derived
from your employee’s pay history.

During Time Input, selection of a leave type will usually trigger the automatic selection of the best applicable pay
rate for that leave type, and display the appropriate Pay Rate Assistant screen. By “usually” we mean that you can
configure SmoothPay to opt-out of some of this behaviour. Even then, the Pay Rate Assistants can generally be
used by clicking the Assistant button on the Time Input screen.
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Annual Leave Pay Rate Assistant

Holiday Pay Rate Ass

Pavout | 1.00 weeks ¢or | 000 days, | 0.00 hours) Pay out estimated leave | Pay $value |
restimated balance availahle is 3.06 weeks) F2353.97
Select applicable pay rate fFPerWeek """""" OK """"""

1. Ordinary WEEKLY pay rate G71.94

= Print

More @

" 2 Average ordinary WEEKLY rate {last 4 weeks) 77993

€ 3 Agreed special rate of WEEKLY pay

¥ 4 Average ordinany WEEKLY rate {last 52 weeks) T56.20 ™ Show cales

The recommended aption is already marked when you enter this screen
The Holidays Act provides for payment atthe highest weekly rate displayed (opted out of 4-week average)

In this example, Homer accrues/uses annual leave in WEEKS (the ONLY legal method). The assistant displays
applicable options for the other leave accrual methods as required. This screen also permits entry of days or hours,
which are then converted into "proportional weeks" if necessary.

Notice that in this case the Average weekly pay (last 52 weeks) is pre-selected as the best available, even though
the average for the last 4 weeks is greater — the reason for this is the user has set an option to ignore 4-weekly**
averages for annual leave purposes, as they often work a lot of overtime near Christmas. Of course, you can select
a different option, or even enter your own specific rate in the Time Input screen.

**A system-wide setting is available (Company Setup..Holidays Act) that allows the 4-week average to be ignored
for annual leave value calculations, but should only be used where employees work truly regular work patterns.

You can also elect to “Pay out estimated leave” if you wish, which will replace the 1 with 3.06 weeks in this case,
however this option makes the assumption that the employee will still be working for you when their next
anniversary arrives, as it's simply a pro-rated estimate of the employee's accrued leave balance.

If the employee has insufficient leave remaining to cover a period of company close-down, then we recommend
using the “Pay $value” option. This pays out your current real liability to the employee, and if they don't return after
the close-down you won't have overpaid them.

CAUTION: The value of estimated leave balance paid may exceed your value payable if the employee was
to not return from their leave, so exercise caution is permitting the leave paid to exceed the value available
on the Leave Liability Report and the “Pay $value” option.

Choosing OK will cause the Time Input entry to be updated with your selections.

Choosing Print will produce a report showing the basis for the calculations used to determine the average pay rate
information displayed on the screen.

Choosing More and/or Show Calcs will display detailed information as per the Print option.

The initial value of 1 week is supplied as a default value. You can change this in whole and/or part weeks, eg 1 day
is usually .2 of a 5-day work week etc.
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Assistant for Other Leave types

Enter Days | 1.00 | [ Payout all leave | (balance available is 2 days)
Select applicable pay rate FPerDay  Awg Hours  SPer Hour
(%) 1. Ordinary DALY pay rate 104.49 T4 13.500000
(2. Average ardinary DAILY rate {ast 4 weeks) 104.49 7.74 13500032
O 4. Rate entered 104.489 774 13.500000
() Sunday (0 0.00 0.00 0.000000
O Monday (2) 568.69 4213 13.498457
() Tuesday (0} 0.00 0.00 0.000000
O wWednesday (0) 0.00 0.00 0.oo0oaa
() Thursday (13 951.75 70.50 13.500000
O Friday (00 n.oo n.0o 0.000000
() Saturday (I} 0.00 0.00 0.000000
Your specified default or the recommended option is already marked when you enter this screen
The Holidays Act provides for pavmert st the highest daily rate displayved.
[ Do not autarmatically display Relevant Pay Rate Assistant during Tirme Input
**tverage calculations based on the following factors™ ~
Ordinary earnings (last 4 weaks) Average: From 271/05/2005, $2089.137154.75 hours=§13.600032 per

In this example, Elliot accrues/uses sick leave in DAYS (the recommended option for all “other” leave types with the
exception of ACC). Note too that whilst this example company utilises DATED pay input (making the individual
Relevant Daily Pay options available) it hasn’t been correctly used or perhaps not been implemented long enough
0 give accurate results, so shows values attributable to period end dates rather than individual days — only
programmers work 70 hours days).

The assistant automatically displays applicable options for different leave accrual methods and other leave types
automatically (sick, special, public, lieu/alternative and 1% week ACC). SmoothPay will always default to one of the
first 4 options displayed (rather than a specific day for the reasons given in the previous example), however you
can choose a single day for proper RDP purposes if required (recommended if you are really using dated input).

The ACC Assistant will also advise what 80% of a normal week is for this employee, and will check your units input
to make sure it is not more than the maximum liability for you as an employer.

Notice that in this example the Ordinary weekly pay rate is the best available (equalling the average over the last
52 weeks), so has been automatically selected by the Assistant (of course you can select a different rate, or even
enter your own specific rate in the Time Input screen).

The initial value of 1 day is supplied as a default value. You can change this in whole and/or part days, eg 1.5 for
one and a half days.

You can also elect to “Pay out all leave” (available only for sick, special and alternative leave) if you wish which will
replace the 1 with 2 in this case.

Choosing OK will cause the Time Input entry to be updated with your selections.

Choosing Print will produce a report showing the basis for the calculations used to determine the RDP and average
pay rate information displayed on the screen.
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Annual Holiday Leave I

Annual and other leave is determined by the provisions of the Holidays Act and its amendments.

The Holidays Act is quite clear....

* Annual Leave should be set to 4 annual weeks with first entitlement after 12 months service. SmoothPay
accrues the employee’s entitlement automatically.

* Each week of paid leave is valued at the time it is taken. SmoothPay does this by examining the
employee’s earnings over the last 52 weeks, as well as a more recent sample period (4 weeks usually) as
being representative of their current contract. The best average from these periods is used as the value for
each week of paid leave, and automatically takes into account any extra allowances, overtime etc. This
ensures that when the employee takes leave they receive the best applicable week's earnings for each
week or part week taken.

« There is at least one exception to this rule, and that is for CASUAL staff, who have their leave paid as a
percentage with every pay. This can be either automatically calculated as a separate amount appearing on
the payslip, or as part of an inclusive rate of pay in which case the $value of the Annual leave component is
shown on the payslip.

Annual leave setup screen

The Holiday Setup screen provides a single field that holds the employee’s leave balance remaining from their last
anniversary (or calculated to date for percentage each pay accruals), and assistants for leave balances as well as
entitlement calculations.

You can access the employee’s annual leave setup screen by:
* right-clicking the employee’s name in the Control Centre and choosing Annual Leave Setup, or by

* selecting an employee then clicking Edit Employee..Holiday Setup

Annual Leave - H

Date of last anniversary far Annual Leave |14IE|5I2E|E|8 B I

Method and rate of leave accrual Btint Leave records

~ Annual hours

" Percentage hours each pay period
" Annual days

&+ annual weeks

Weeks to be accrued NEXT anniversary (14052008 | s.opoon j| | COILIeave comments

hare info

Annual leave remaining from [ast anniversary fnwesks) | 0.800
Feason for chanding leave balance remaining:

Estimated balance calculated to 3001172008 is 3.06 weeks (incl accrual of 064 onunused leave)
Termination value is $2353.97
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The available options for annual leave accrual are

e Annual hours

e Percentage each pay
¢ Annual days

e Annual weeks

The recommended options are

e Casual staff — percentage each pay
»  All other staff — annual weeks

Changing the method of accrual causes an immediate recalculation of the current entitlement and balance
available based on the new method (you may need to adjust this if entittements are other than standard values).

Check the adjusted result is correct and alter if necessary.

\ What are the various annual leave accrual options, and when should they be used?

Percentage each pay

This method can be used where the employee is on Parental leave, or is casual and needs to be paid out their
leave as each pay is processed. For non-casual staff, leave will accrue every pay period, to be paid out at some
future date.

Typically, 8% will be used.
This method should only be used for Casual staff, or staff on Parental leave.

If you prefer to pay your casual staff an inclusive pay rate (includes provision for holiday pay), you can indicate this
preference in Company Setup..Holidays Act settings, and set your employee’s accrual percentage to zero. Payslips
will indicate what proportion of the employee’s earnings are Holiday pay based on current legislative requirements.
Annual hours

This method is not suitable for casual staff or employees who work irregular hours, and is generally not compliant
with the Holidays Act.

This method can be used for employees who work a regular, fixed number of hours per week.

Typically, the annual entitlement would be 4 weeks of the employee’s normal weekly hours.

Annual days

This method is not suitable for casual staff or employees who work irregular days (different days each week), and is
generally not compliant with the Holidays Act.

This method can be used for employees who work a regular, fixed number of days per week.

Typically, the annual entitlement would be 4 weeks of the employee’s normal weekly rostered days. The number of
days worked per week can be established in Employee Setup..More, so that SmoothPay can correctly apply the
rules of the Holidays Act to the employee’s earnings. For example, this allows an employee to be established as
working a 6-day week, and each day of annual leave will therefore be valued at 1/6" of his best average or current
week’s earnings.

Annual Weeks

This method is suitable for all but casual staff, and is the recommended method of accrual as it exactly matches the
requirements of the Holidays Act.
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Again, the employee’s number of days worked per week can be utilised effectively so that instead of having to enter
a fraction of a week you can use the Annual Leave Assistant during time input to specify a number of days (or part
days) and the calculation of the proportion of the week will be done for you.

Establishing opening leave balances

If you are new to SmoothPay, and haven’t yet done so, you should follow the Getting Started procedures printed
when you installed SmoothPay and available also from Reports..Miscellaneous..Getting Started Guides.

Basically, you need to make sure that opening financial totals have been captured so that the employee’s year-to-
date totals and totals since anniversary are available for use when producing Earnings Certificates, ACC
Premiums, RDP Calculations, and annual leave calculations (esp if the employee leaves before their next
anniversary). This process is very easy, and can be accessed any time from the Employee..Opening Totals screen.

If bringing on staff records into SmoothPay, choose the method of accrual used by your previous leave recording
system (generally annual accrual in days, hours, or weeks, less any leave used since), and simply enter the
balance remaining.

If correcting an employee’s leave balance, simply change the balance available in the employee’s holiday setup

screen. We suggest you also enter an explanation of the change so that SmoothPay’s leave records have a
complete history of any changes.

But | want to accrue holiday leave in hours or days...

We understand that methods used in the past may be deeply embedded in your organisation’s culture, and whilst
we provide hours and days as accrual methods it must be made clear that using methods not prescribed by the Act
are probably incorrect. In many cases, a percentage or annual hours or days may seem pretty close to the
provisions of the Act, but they will never be exact, especially so in cases where contracts change and earnings
fluctuate.

For example:

#@ an employee has worked part-time at 20 hours per week for 12 months, has not yet taken any leave, then their
contract changes to full-time at 40 hours per week.

#@ Their correct leave entitlement is 4 weeks payable at their new contract rate (equivalent to 160 hours)

# Had their leave accrual method been set to percentage each pay (or 60 hours etc) when they started, then their
accrual at the date their contract changed would reflect the hours they worked, but would not reflect the
provisions of their new contract, and would be half their real entitlement.

# The rule is: use weeks for annual leave, unless the employee is casual.

Anything outside the requirements of the Holidays Act is an issue which can only be decided by a Labour Inspector
or court.

Any site using different methods of accrual (such as hours, days or percentages for annual leave, and
hours or percentages for other leave types) may be operating unlawfully (outside the provisions of the
Holidays Act).

Rateable Deductions for staff on Parental Leave

There is however one notable exception, and that is when an employee takes Parental Leave.

In this case, the employee’s annual leave accrual method should be changed to Percentage each pay, and remain
so until the anniversary AFTER their return to work. To assist, set up a reminder (Employee..Reminders) so you
don’t forget to change it back, and tick the Employee setup option indicating they are on Parental Leave.
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This provides an easy means of generating a pretty accurate representation of their actual entitlement by excluding
the non-worked period from normal annual leave accrual.

Paying out Annual Holiday Pay

Enter a time record for Holiday Leave in the employee’s Time & Earnings input screen.

The Holiday Pay assistant normally provides for pre-selection of the best applicable weekly average gross
earnings, automatically determined from the employee’s pay history.

SmoothPay provides a handy option in the Holiday Pay assistant to "Pay out all leave" which pays everything
remaining from last anniversary, plus an allowance for time accrued since anniversary. The result of paying out
leave “calculated to date” is that the employee's accrued leave balance will end up negative (paid in advance), but
calculated to date will result in zero. You should always use your discretion when using this option (refer comments
below).

Refer also to the chapter below related to paying annual leave over company closedown period.

Comments

Note that there is some risk in paying out all leave to date, as the available total since last anniversary is
determined by the number of days that have elapsed since the anniversary as a proportion of the employee’s
annual entitlement. If the employee was then to leave immediately, the Final Pay Calculation may end up producing
a negative balance due. This can occur where the employee works irregular hours, and their Final Pay Calculation
operates on a percentage of time worked since anniversary, not a proportion of their annual entitlement.

The employer cannot pay out annual leave and have the employee continue working. This is "leave purchasing or
trading" and is definitely illegal (however, what the employee does on their holiday is their business, even if they
work | guess, but that's pretty tenuous as an excuse for breaking the law).

Accruing leave by "$value" has never been provided for by the old or new Holidays Act - it is not a legitimate
method of accrual. The Act expressly provides for the method of determining a week's annual leave value, and that
value may vary depending on the employee's work habits and current contract.

Sick leave is determined by the provisions of the Holidays Act and it's amendments.
The Holidays Act is quite clear....

» Sick leave should be set to 5 annual days, with first entitiement available after 6 months service. You may
specify a maximum unused leave accrual of 20 days.

* Sick leave does not normally apply to casual staff.

Paying out sick leave

Enter a time record for sick leave in the employee’s Time & Earnings input screen.
All sick leave should be paid out as follows:

a If you know EXACTLY what the employee would be paid for the day (ie they are rostered on for x hours) then
that is what should be paid

Q If you are not sure how long they would work that day (most cases), then the RDP rate should be used

There are various opt-outs available for other leave, but all may result in non-compliance with the Act. These are
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available in Company Setup..Holidays Act, and permit:

* Pre-selection of the ordinary rate of pay.

* No automatic assistant displayed at all unless user clicks on the Assistant button in Pay Input (provides for
those who know EXACTLY what they want to pay their staff)

» Various other opt-outs for salaried/non-salaried staff, for annual and other leave types

Special, Public and Alternative leave I

Special, Public and Alternative leave provisions are determined by the Holidays Act and its amendments.

The Holidays Act is quite clear....
e Special and Alternative leave recording methods should be set to days

« Special and alternative leave types do not normally apply to casual staff (eg they are entitled to 1.5 rates
on Public Holidays, but don't get a day in lieu).

You can alter the Alternative time in lieu available from the employee’s Time In Lieu setup screen, or from the Pay
Input screen. Altering the total available causes a leave adjustment transaction to be generated and stored for
future reference.

Alternative Days can also accrue from the entries made in Overtime/Penal time for work on Public Holidays (work
on Public Holidays MUST be captured as Overtime/Penal, NOT Public Holiday).

Paying out special, public and alternative leave types (excluding working on a Public Holiday)

Enter a time record for the applicable leave type in the employee’s Time & Earnings input screen.
All special, public and alternative leave must be paid out as follows:

# If you know EXACTLY what the employee would be paid for the day (ie they are rostered on for x hours)
then that is what should be paid

d |If you are not sure how long they would work that day (estimated to be most cases), then the Relevant
Daily Pay rate (RDP rate) should be used

# If the employee works on a Public Holiday, the time actually worked should be recorded as
Overtime/Penal, not as Public Holiday (see below)

There are various opt-outs available for other leave, but all may result in non-compliance with the Act. These are
available in Company Setup..Holidays Act, and permit;

# Pre-selection of the ordinary rate of pay.

#@ No automatic assistant displayed at all unless user clicks on the Assistant button in Pay Input (provides for
those who know EXACTLY what they want to pay their staff)

# Various other opt-outs for salaried/non-salaried staff, for annual and other leave types

Paying for work done on a Public Holiday

Work on a Public Holiday should be recorded in SmoothPay as “Overtime/Penal”, and for non-casual staff the
number of Public Holiday days the employee worked on should be recorded — this will automatically accrue to the
available Alternative leave the employee has available.

Any person who works on a Public Holiday is entitled to receive time and a half for the period of time worked on
that day. This includes salaried, casual and all other classes of employee.
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NOTE: any part days, even if it's only one minute into the Public Holiday counts as a whole day. These days are
then automatically added to the employee’s Alternative leave entitlement.

This section provides an overview of:

# how to pay and schedule separate pays over the holiday period, or
# how to pay multiple weeks in a single consolidated pay.

If your business normally closes down over the Christmas/New Year period, its likely that you pay your staff in
advance for their last pay for the year as well as any public holidays and any annual leave they may be entitled to.

During pay input, it is especially important to rectify any warnings that may be displayed, such as the number of
hours being outside the pay period norm (see below), any overrides that are in effect etc.

F2 metpay
3210 [JHald ikeep entries, don't pay)

/A

Tax override set, Total hours outzide u=ual total far pay eycle (may needtverride perinﬂ

Message to appear on this employee's payslip

(£ [

SmoothPay will automatically prompt you to change the number of pay periods to a more suitable value, however
you can manually set the number of pay periods if you need to by using the Pay Input.. Tax, Salary, Child support...
options screen:

Extended Options for Felicity Luke
Crverride options Child Support Owerriding

per pay period value this pay
Il Brride pay periods
[ Lfveride PAYE a8.80

[ owerride student loan

[ Crverride child support [ oool | | 0.00]
— BalaryPiecework Setup

M Paid a calandniarawnrl hrnire nnn LYSRTP | S alams

Multiple pays, scheduled direct credits

If you use an electronic banking package and pay all your staff by direct credit, you can schedule payments at
normal pay period intervals by processing a separate pay for each period as you would do under normal
circumstances, and submit each direct credit batch to the bank for processing on the appropriate day (please check
that your banking software supports this facility).

This smooths out your cash flow and can be beneficial for employees that may need assistance to avoid the
ravages and excesses that the holiday season often brings.

SmoothPay supports all major banking systems for payments made by direct credit, and help notes are available
on CD and our website for most of the supported banks.

Note that legislation provides for the payment of annual leave before it is taken.

\ Single pay covering multiple pay periods
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If you choose to, you can input all payments for as many periods as necessary in a single pay (this is the most
common method).

This involves entering any ordinary period earnings in the normal manner, as well as additional entries for all
statutory days and any annual leave being taken.

%~ In order for the tax and pay period calculations to operate correctly, you may need to override the number of
pay periods that this pay represents.

This can be done using the “Tax, Salary, Child support...” button in the Pay Input screen, Tick the “Override
number of Pay Periods” check-box and enter the number of pay periods that the combined total of hours being
paid represents (as in the following screen shot).

The tax calculations and pay period based allowances and deductions will be recalculated based on the number of

pay periods entered.
Extended Options for Felicity Luke
Qwerride aptians Child Support overtiding

per pay period value this pay
| Erride pay petiods
[fverride PAYE
[J override student loan
[ owverride child support [ 0.00] [ 0.00]

— Salam/Piecework Setup
M Paid 2 calardniarawnarl:  hanes nnn Mnmiial @alame

The Final Pay Assistant (available in Pay Input) automatically takes into account any unused annual leave to which
the employee is entitled (as at their last anniversary), adds that to the hours worked (if any) for the current pay
period, then adds 8% to produce the final annual leave entitlement.

Final Pay Assistant for Wilson Luke
Annual leave remaining from last anniversary 2401252004
Haours Rate Yalue
[ e4000][ 20450000 |[ 130880 |

Leave accrual on earnings since last anniversary {includes this pay, plus leave remaining)

Hours Earnings  “%age Hours Rate Walue
[ eeeaod [ 4251973 |[6.00][ 133440/ 19118585 |[ 285118 |

Final annual leave entitiernent

Hours Rate Yalue
[ 197.440] [ 19660162 |[ 385985 | FINAL PAY

The calculstion performed above is only as accurate s= the information on which i iz based
[contained in employees holidsy setup and payroll records).

If necessary, you can make whatever adjustments are required to produce the desired result.

Vahen you choose OK, a report showing the original calculation and your adjustments (if ary) will be
produced for your recards. The final annual leave figures will then be transferred to pay input and a
flag set to terminate the employee.

If this employee is salaried, the salary flag wil be removed (o permit the additional haliday pay to be
added to the normal salary amount].

TIP: & farm to help yaou S8t up an employee's leave entitlements carrectly is available from the
SmoothPay installation C0, or from our wwebsite, or by contacting the SmocthPay HelpDesk (Choose
Help. .About SmoothPay for contact details)
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A calculation form is produced which shows SmoothPay’s calculations, as well as your adjustments (if you need to
you can change any of the hours, rates or values on the Final Pay Assistant form).

This form should be retained with the payroll audit trails.
The employee will be automatically terminated at the end of the pay process.

Note that for casual employee’s the Final Pay Assistant merely flags the employee to be terminated at the end of
the pay process.

In many instances, it is desirable to tailor how the provisions of the Holidays Act are implemented in your payroll
system. Whist the default provisions provided in SmoothPay match the best interpretations of the Holidays Act,
they don’t necessarily suit your way of doing payroll.

So, SmoothPay provides a number of override options which have been developed to meet the most common
requests and suggestions submitted by users. The Company Setup screen provides a tab devoted to this issue:

Company and Payroll options Setup

General | Bank | Payslips | Options | KiwiSavenTimeshests | Holidays Act Save

WARMIMG: Using these options may make your system non-compliant with the Holidays Act Cancel
¥ Employee Edit-Do not check anniversary dates
[ Casual staff paid inclusive rate (percentage accrual must be Zero)

[ Timeclock Imparts -Do not use ROP rates when imparting leave transactions & Print
[~ PayInput-Co MOT check ordinary pay rates

[~ PayInput-Do MNOT auto-display Leave Rates Assistant Ledger setup
[~ Pay Input -Salaried staff -lonore Holidays Act rules for ANMUAL leave

[~ PayInput-Salaried staff -lgnore Holidays Act rules for OTHER leave Registration

[ Pay Input -non-Salaried staff -lanore Holidays Act rules for AMMUAL leave

[ Pay Input -non-Salaried staff -lanore Holidays Act rules for OTHER leave

[~ PayInput-pre-select ardinary pay rate instead of "Best Rate” for AMMIUAL leave
[ Pay Input-pre-select ordinary pay rate instead of "Best rate” for OTHER leave
¥ Payslip - show hours and rate for leave taken

[" Department of Labour requires annual leave accrual method other than weeks
[ Allow free access to Pay Input fields for leave entries

v Exclude 4-week averane when checking annual leave value

Security

Tax rates

ACC Premiums

Startup Options

(=) Email Setup

Final Pay and Leave Liability Report accrual method since last anniversary
* Employee's current entittement (recommended)
" Halidays Act minimum entitlement

Invalid IRD number

These options are generally self-explanatory (and hovering your mouse pointer over any item provides a more
detailed description).

The most commonly used options would be:

« Employee edit —do not check anniversary dates. This avoids the warning you get when trying to alter
anniversary dates to coincide with a company anniversary etc (not necessary, nor recommended, but there
it is)

e Timeclock imports — do not use RDP (Relevant Daily Pay) rates. Many clients have previously had custom
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code to prevent the use of RDP rates. This is now available as an option for any site to use. It is not
recommended.

e Pay Input — Salaried staff options. Whilst the best guide to the Holidays Act indicates that salaried staff may
effectively be exempted from some of the provisions of the Holidays Act, the Act itself does NOT provide
any specific exemption. It is not recommended, but is available should you interpret the Act in this manner.

We would recommend that you obtain a written opinion from the Labour Department (as they oversee the
provisions of the Holidays Act, though sometimes in a contradictory manner) before implementing any of the
override options, essentially to cover you in the case of an Inspector or employee taking issue with the manner in
which your payroll is processed. Any telephone discussion with the Labour Department or an Employers
Association advisor should be diarised along with the date, time and name of the person you spoke to. Call them a
second time and you'll probably get a different opinion (often in contradiction of the Holidays Act). Select the advice
that suits your situation. This is simply practical advice, but use it as you see fit.

Often, an employee will transfer from a part-time or fixed term contract, to a full-time or different contract.

It may be that the employee wishes to be paid out any annual leave at that point in time, or wish to continue
accruing leave from their original start date.

In the former case, where the employee wishes to have any leave paid out, you would usually:

e prepare a pay for any ordinary time and, as well, use the Final Pay Assistant to pay out any residual leave
owed (equivalent to 8% of their time worked)

« After the pay has finished, reinstate the employee and set new annual leave anniversary dates, leave
accrual method (if necessary) and set the opening leave balance remaining to zero.

« Note though, that sick leave entitlements etc should probably continue from the original anniversary cycle,
as employment is deemed continuous.

« This method of dealing with a change in contract is NOT RECOMMENDED however, as potentially the
employee is being deprived of significant value in their leave balance that has been accruing. For
example, if the employee worked for 11 months at 20 hours per week, they would receive only 8% of their
ordinary earnings over the period as Holiday Pay. Yet after only one more month, they would be entitled to
4 weeks at their new, better, contract rate. The question you must answer is, is it fair and equitable?

In the latter case, where the employee’s contract continues, then you need do nothing (provided your settings
comply with those recommended).

Leave accrued annually occurs on each 12 months service anniversary in accordance with the Holidays Act. This
means that the leave remaining showing on the employee’s leave setup screen does not include the employer’s
liability for leave since the employee’s last anniversary (this is shown instead as a calculated total in the yellow
comments area).
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Drate of last anniversary far Annual Leave 2AMa200a ok

Method and rate of lsave accrual Erint Leave records Balance remaining from last
() Annual hours

i anniversa
() Percentage hours each pay period More Info i
O Annual days Leave Calculator /_
(&) Annual weeks

Edit leave copw

Weeks to be accrued MEXT anniversary (24108/2006) 3.000000[%

Estimated balance
calculated to current period
ending date

Annual leave remaining frarm last anniversary fweeks) 1.600
Reason for changing leave balance remaining:

Estimated balance calculated to 200 2f2005 is 2 67 weel

|

hcl accrual of 096 on unused leave)

Leave accrued on a percentage basis occurs each pay period, which means that the leave available figure includes
the employer’s liability for leave right up to the last pay period.

Annual Leave - Wilson Luke

Date of last anniversary for Annual Leave [z4i08/2005 | (o174 Leave balance acc.rued to
end of last pay period
Method and rate of leave accrual
() Annual hours :
(¥ Percentage hours each pay period

(O Annual days
() Annual weeks

Percentage accumulation {eq. enter 6% as .0A) 00600005

Leave Calculaty

Estimated balance remaining
from employee’s last
anniversary

\

Annual leave remaining calculated to last pay (hrs) 102.400

Reason for changing leave balance remaining:

[Methad change to percentage each pay | &Lea\re Calc Farm

Estimated balance remaining frorm last anniversary is 64 hrs

2

Obviously, if you change the employee’s entitlement method, you will need to adjust the leave remaining figure to
suit the new accrual method. This is generally handled automatically by SmoothPay but it relies on the accuracy of
your pay figures, especially since the employee’s anniversary, being correct.

The easiest way to set the new leave remaining figure is to run a Leave Liability Report before making any
changes, then another one afterwards to make sure the current estimated $value of the leave has not changed
significantly. You can also use the handy Leave Balance Calculator on the employee’s Leave Setup screen (though
again it depends on the pay information being correct since the employee started working for you).

You can of course always use the Leave Entitlement Worksheet to help you gather the correct information. A blank
calculation form is available from the Employee..Leave setup screen, and provides for collecting and calculating
leave totals for a number of employees per sheet.

It is recommended that you observe the following protocol when an employee goes on Parental leave:
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« Tick the option in Edit Employee..More..Extended/Parental leave - this suppresses warnings about the
employee's leave accrual method when we change it in the next step.

e Set the employee’s annual leave accrual method to Percentage each pay. This causes an adjustment for
the year to account for earnings since the last anniversary, and leave accrues thereafter for any pays the
employee actually works, rather than receiving a full annual accrual.

« Set the employee’s Pay Input to zero and place “On hold”. This will help prevent accidental processing of
pay input.

* Create a REMINDER (Employee..Reminders) for the date the employee is due back.

«  When the employee returns to work, DO NOT alter the method of accruing annual leave back to weeks
until AFTER the employee’s next anniversary. Put a reminder in!

The Holidays Act provides for rateable deduction for time absent from work, and this is the best means of ensuring
that the employee’s leave accrual is accurate and not overstated.

A further point - if the employee is only on an extended leave of absence (instead of Parental Leave), then you may
alter the employee's last anniversary date forward one week for every whole week absent - effectively delaying his
next anniversary. Refer Labour Department for details.

To record this (despite not paying the employee any money, and for the zero hours they were at work), it is
suggested you follow this procedure:

* Make sure you have (or create) a Special Leave Description (Payroll Codes..Special Leave) for Leave
Without Pay (and make sure it is set to “self-balancing”). There is also a flag indicating this is a "Leave
without pay" description which must also be ticked - this forces all such entries to have zero hours and
value, so as not to dilute annual leave calculations.

« In Pay Input, create an entry for Special Leave, sub-type Leave Without Pay, and set the days as required
(the employee worked zero hours, and therefore gets no pay)

« If you wish, record how long the employee is away for in the comment field

Under no circumstances should you enter Leave Without Pay as hours, as this serves only to dilute the
employee’s Relevant Daily Pay and annual leave average calculations.

SmoothPay provides a great range of leave reports that provide you not only with management information (Leave
Liability etc), but a solid and consistent record of leave, settings, transactions and values.

These reports can be selected from the reports list:
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+-Your most requested reports ~

Fay Period Reparts

Costing Reports

IRD Schedules

Reconciliation Reparts

Les epatts

Holiday Leave Liability Report
Sick Leave Availahility Report
Special Leave Availability Repal
Time in Lieu Availability Report
Leave Taken Analysis Report
Leave Transactions Repart
Leave Accrued Report
Leave Settings Report
Relevant Daily Pay Report

Employee Reports

Earnings Cedificates

Listings

Reminders

Db

][

-

W

| =

|A.

Individual employee leave records for each type of leave can also be produced from the Employee leave setup
screens.

Pay clerking is not a simple job! It requires knowledge of an enormous amount of legislation, generally accepted
principles developed over decades, and it's easy to be misled and end up with your leave processing and records
in a real shambles.

Forms, publications and websites

The best source of information is the Department of Labour (you should always record the date, time and name of
the person you speak to regarding any clarification or determination).

The Department of Labour website can assist greatly with online preparation of employment contracts, guides and
information for employers: www.ers.dol.govt.nz

Some (not all) Employers Associations are worth their weight in gold, especially when it comes to employment
procedures. For definitive advice, you must refer to the Department of Labour, though sometimes an Employers
advocate can provide practical and cost saving advice.

A form (Annual Leave Balance Worksheet) is available to assist you to establish the correct opening leave
balances and methods of entitlement, and is available from the Employee..Leave setup screens, or from the
SmoothPay CD, or from the publications section of our web-site.

The Holidays Act (and amendments) is the legislation which determines how leave should be applied, and is
available from government bookstores and online.

CCH Ltd produce two superb reference guides, New Zealand Employment Law Guide and Guide to Holidays and
Leave. These can be ordered by calling CCH on 0800 500 224, or visit their website www.cch.co.nz

If you choose to utilise any of the non-compliant leave accrual methods, or fail to adequately record leave taken or
work on Public Holidays in SmoothPay’s Pay Input, then the settings and maintenance of balances are entirely up

Copyright © 2007 SmoothPay Limited, PO Box 20019, Palmerston North 4448, New Zealand
Phone: +64 6 3536462 Fax: +64 6 3536717 Email: helpdesk@smoothpay.co.nz  web: http://www.smoothpay.co.nz Page 17 of 18


http://www.ers.dol.govt.nz/
http://www.smoothpay.co.nz/
mailto:helpdesk@smoothpay.co.nz
http://www.cch.co.nz/

to the user and we may not be able to assist you other than advising to change to the compliant methods.

Feel free to contact our HelpDesk if you have any questions.

*END *
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