These instructions cover the setting up of SmoothPay to permit the transfer of payroll costing information to
accounting or costing systems. Specific help notes are available from the CD and our website for MYOB, Concept,
Astarla and Pastel systems.

A set of Quick Instructions is provided for those already familiar with SmoothPay. This is followed by fully
Detailed Instructions for new users.

Quick Instructions

Setting your ledger type

Choose the company you wish to work with from SmoothPay's Control Centre, then select Company Setup
Tick the "Link to General Ledger" checkbox, then select Ledger Setup

Choose the required ledger type from the Ledger Type options.

Be sure to check that the ledger directory and export file pathname is correct, as well as setting the default
account code, payroll control account code and accounting year start month. If you do not set these items
correctly, your costing transfer may not operate correctly.

0O00Oo

Generating Costing Information

O The costing file you specified in ledger setup is automatically generated when you print the standard reports
after payroll input (Account Analysis MUST be included in the Standard reports selected, otherwise the latest
costing file will not be generated). Once satisfied that all your standard reports are correct, then any time (up
until the next pay is processed) you can import the payroll costing batch file into your ledger.

O Costing files may also be produced at any time for any processed pay period from the Reports Menu.

Importing the costing file to your ledger
Most modern accounting systems (and all those supported natively by SmoothPay) provide for the import of
general ledger journal transactions from a batch file.

The procedure generally is:

Q Start your ledger and logon to the appropriate company.

Q Choose the appropriate file import utility and import the file produced by SmoothPay

Q If any errors are reported when the journal batch is checked, you will need to repair or enter the batch
manually, and rectify the cause of the problem so it does not occur in future (wrong or missing account codes
are usually the main culprits)

Please check that the correct batch has been loaded (an old batch could be imported if you have not produced the
latest Account Analysis report from Standard Reports or from the SmoothPay Reports menu).

The data imported is summarised by account number (and cost code if used) and provides a costing journal
debiting expense codes and crediting the Payroll Control Account. All payments to employees, disbursements to
IRD etc should then be made from the specific Payroll Control Accounts you have established in SmoothPay’s
Ledger Setup. When all disbursements have been made, your Payroll Control Account balance should be zero.

Detailed Instructions
Setting your ledger type from within SmoothPay

In order for SmoothPay to know what type of costing file to produce, you must tell it the type of accounting system
that you are using. SmoothPay can "talk" to a number of different accounting packages, but for the purposes of this
document we are dealing with MYOB.

It is assumed you know how to use your computer and the software, although you should be able to successfully
complete this task by closely following these instructions. If not, then you are welcome to call the SmoothPay
HelpDesk on (06) 353 6462 for assistance.

Lets begin by setting the ledger type from within SmoothPay.
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When you start SmoothPay, the Control Centre is displayed:
= b
JIE'%‘ =) D&QPL% ITestandTrainingData jg‘i} /&ﬂ]@‘ o O e m

FAFlintstane, Fred Edit Employea - Your most requested reports

& Gershwin, George Pay Period Reports

& Graham, Matthew Jay Payroll Codes H- Costing Reports

& GRAHAM, Sarah Jane 2 IRD Sthedules

& Hoek, Ren Pay Input E....IR345 Employer Deductions

& Luke, Felicity - IR348 Emplover Monthly Schedule,
& MacPherson, L \wWizards :

é----IREB PAYE and ACC Reports
- PAYE Tax Rules Listing
L. ACC Premium Codes Listing

& Mo last name, Stimpy
Standard Reparts

& Reconciliation Reports
Backup - Leave Repors
Restore H Emp!n ® RBFMS Choose the company
- Earpthgs Cerdificates . .
5 Lidtings you wish to work with
Rehuild Files E] A from SmoothPay's
Control Centre, then
Finish this Pay J - R?tums select Company
~ - Miscellaneaus Setup
Company Setf

=l Exit 4| | |

v Show terminated employees
| Processing pays for Period Ending 12 QOct 02, Pay Day 17 Oct 02

Copytight @ Procomp Systems Ltd - HelpDesk +64 B 3764581

Company and Payroll options Setup

Tick the "Analyse
earnings..."
checkbox, and/or
simply select
Ledaer Setun

General | Bank | Payslips | Timesheets

Cowiritry INEW Zealand 'I
Timeclock file natne

Timeclack type INDnE 'I | |
Misc [” Analyse earnings by Account andiorJob, Link to General Ledger e

[~ Ratesfamounts are entered inclusive of GST far registered employees Registration |

¥ Show terminated employees in Contral Centre

[ Exit 'Print Options Menu' immediately after printing S ity |

[~ Do MOT check pay rates automatically

[~ Use previous pay as template if no default pay established ﬂl
[~ Enter dates during time input ACC Premiums |
™ Send payslips by email (reguires add-in)

Startup Options |
Cazual employes

EerEEEEEE |Defau|t costcentre (as per Ledger Setup) ;l
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m Ledger S5etup

Ledger type |M_Y.D.B.

Ledager directory [where your GL data filez are)

fC:u

Y

A

Account code farmat
Default account code

V¥ Enter &ccount/Department codes during time and allowance input

33333

B-1234

¥ Generate an account costing file for export to your ledger

|H:‘~.TEMF"~.F’.'—‘«YI:EIST.T><T
Payrall control/net pays
PATE

Child Support

Student Loan

Other deductions

Accounting year beging in

£-1235

B-1236

E1237

61233

61233

il

-]

TIP: *ou can zet
ledger accounts
indiridually for
other deductions
i Payrall Codes..
Deductions editar

Job code format
Default job code

W Enter Job/Project/E nterprize codes during time and allowance input

(0 Pt

NOJOB

™ Generate a job costing file for export ko wour ledger

Choose M.Y.O.B. from the Ledger
Type options then enter any
additional settings. This is an
example only, so choose the
ledger type that suits your
business.

Be sure to check that the ledger directory and export file pathname is correct. You will probably need to edit the
ledger directory name. You also need to set the default account code (used during time input), the payroll control
account code and accounting year start month (optional).

WARNING: If you do not set these items correctly, your costing transfer may not operate correcily.

Choose OK, then Save the Company record to keep your ledger settings.

Generating Costing Information

The costing file you specified in your ledger setup is automatically generated when you print the standard reports
after payroll input (Account Analysis MUST be included in the Standard reports selected, otherwise the latest
costing file will not be generated).
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‘Run reports:
v Pay lnput Audit Trail
[P |FamallG ey Save zelections I . .
Producing this report generates the
[ Payslips Help : :
costing file you specified the name
[ Allowance and Deduction 5chedules Ezit I for in ledger setup. The costing file
V¥ GL Account Costing &nalysis can thep be ImFt)orted into your
accounting system.
[ Job Costing &nalysis
[~ Employer calculation allowance/deduction Schedules
¥ Use print options menu [preview, print etc)
[ Prompt for printer zelection befare each report is printed
Mezzage to appear on all payslips
k2
[+]

Once satisfied that all your standard reports are correct and you have produced an up to date
Account Analysis report, the costing file is ready to be imported into your accounting system (in
this example we are using MYOB).

Importing the costing file to your accounting system
Start your accounting system (in this example we are using M.Y.O.B.) and logon to the appropriate company (the
examples shown are for the SAMPLE M.Y.O.B. company importing a M.Y.O.B. formatted file).

¥ MYDB Accounting Plus

File Edit Command Centres  Setup  Heports  Window  Help

Hew Chrl+M
Open... Clrl+0

[Elmze Seindany Bz

Frint.. Chrl+P
Print Setup...
Drefault Fonts. ..

Backup...
Restore...
Werify Data File. .

Purge Contact Logs = Identifiers % C
Start a Mew Year

Billing

Choose File..Import

Import Data Accounts Data..General Journal Entries
Export Data k tems
Accauntant Link k Activiies

Older versions may use slightly
different headings.

Activity Slips
Exit R

General Journal Entries
Letters I Cardls 7
Sales 4

Purchazes

Cluicken® QIF File
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e Import File

Impart Fils Format: € T ab-delimited

" Comma-separated

First Record is: ™ Header Record

" Data Record /

Cancel |

File name:
[PAYCOST.THT

Fualders:

c:Memp

Set options as
shown (defaults)
then choose
Continue.

bkt
dat.tat

FILES. TT
Jizt, kst

Lizt files of bupe:

Dirives:

Cancel |
=

||

| Test Files [~ TxT) =]

IE e DRIVEC

j Metwork. . |

o Import Data E4

Firgt click an Import Field, then click the matching MTOB Plus Field.

s Aantar - |

fafa

Avaanr

Al Meamar
b e aw

£ e
e

-]

MYOE Flus Fields td atching import Fieid
Journal Murnber: g Kot
D ate: Pt
erno: Maanr
* Account Mumber: At Meahar
* Debit Amount: L2 v an
* Credit Amount; St el anaant
Jab: A5
Currency Code:
Exchange Rate:

‘ = Aple Fae v e vl M%ing Impart Field]

Cancel |

Irmport : |

Type in (or locate)
the filename you
specified in
SmoothPay ledger
setup (usually
PAYCOST.TXT).

You can double-
click the name, or
choose OK to
select the file and
continiie

Choose Match
All (the data is
already in the
correct format

Then, choose
Import
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+ MYOB Pluz Ed

Impart Journal Ertries If any errors are reported
when the journal batch
1 records imported without errgez; is checked, you will

[ recards zkipped.

[ records imported with warningz. need to repair or enter

the batch manually, and
rectify the cause of the
problem so it does not
occur in future (wrong or
missing account codes
are usually the main
culprits)

M.Y.O.B. will scan and if everything checks out OK (all account numbers are OK etc) the batch will be imported
without further dialog. If any errors are reported, an error log file will be generated and you will be advised by the
program.

The data imported is summarised by account number (and cost code if used) and provides a costing journal
debiting expense codes and crediting the Payroll Control Accounts. All payments to employees, disbursements to
IRD etc should then be made from the appropriate Payroll Control Accounts.

When all disbursements have been made, your Payroll Control Accounts balances should be zero.

Help, I’'m stuck!

We hope you enjoy using SmoothPay and the easy (once you get the hang of it) costing transfers provided for your
accounting system.

If you need assistance with SmoothPay at any time, please call the SmoothPay HelpDesk on (06) 353 6462.

*END *
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