This Factsheet covers the setting up of SmoothPay to permit the transfer of payroll costing information to Cognito
MoneyWorks. Portions of this document were kindly supplied by Cognito MoneyWorks.

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

Setting xour Ledger Txee I

Choose the Company you wish to work with from SmoothPay's Control Centre, if you have more than one.
Select Company Setup

Select Options tab, tick the "Analyse earnings by Account and/or Job. Link to General Ledger” checkbox,
and/or simply click on the Ledger Setup button.

Choose MoneyWorks from the Ledger Type options drop down box.

Be sure to check that the export file pathname is correct (Generate an account costing file for export to your
Ledger), as well as setting the default Account Code, Payroll Holding/Net Pays Account Code and Accounting
Year begins in Month. If you do not set these items correctly, your costing transfer will not operate correctly.

Generating Costing Information I
= |

The Costing File you specified in Ledger Setup is automatically generated when you print the Standard
Reports after Pay Input.
GL Account Costing 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 MoneyWorks.

@ Costing Files may also be produced at any time for any processed pay period from Reports...Costing Reports.

ImBorting the Costing File to MonexWorks l

@ Start MoneyWorks and navigate to the import utility. The import file is located and named as per your
SmoothPay Company Setup...Ledger Setup Costing File name.

@ 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 GL Account Costing Analysis Report from Standard Reports, from Reports...Costing Reports.

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 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.

Setting MoneyWorks as Your Ledger Type from within SmoothPa

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 Factsheet we are only dealing with MoneyWorks.

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 SmoothPay
HelpDesk on (06) 353 6462 for assistance.
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Lets begin by setting the Ledger Type from within SmoothPay.

When you start SmoothPay, the Control Centre is displayed:
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- Reminders
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- Miscellaneous

[~ Wiew histarical archive

f Processing pays for Period Ending 6 Jan 10, Pay Day 6 Jan 10 [click to change]

Copyright & SmoothPay Ltd - HelpDesk (06) 353 6452

Email the helpdesk

Choose the
Company you wish
to work with from
SmoothPay's
Control Centre, then
select Company
Setup

Cempany and Payroll options Setup

General || Bank || Payslips | Options | KiwiSaverTimesheets || Holidays Act

Country
Timeclock type None

Copy IRD efile to

New Zealénd

Save

[ ]

Ik

Cancel

&5 Print

[l ePayslips add-in

[¥] Analyse earnings by Account and/or Job, Link to General Ledger

] Rates/amounts are entered inclusive of GST for registered employees
[[] show terminated employees in Contral Centre
[¥] Exit ‘Print Options Menu' immediately after printing
[Tl Use previous pay as template if no Standard Pay

[T Enter dates during time input
[ Linked to PAYE Intermediary
[T Easy read screens
[[THPSMHAPI impart

Ledger setup

Registraticn
Security

Tax rates

[¥] Email error messages to the HelpDesk

7] Show % Time Input option in Pay Input

Main super scheme | Mone

Casual employee
leave charged o

[T18uppress "normal hours™ checking in Pay Input

[7] Auto-adjust salaried staff hours for any leave taken

[=]

| Default co_st ce_ntre (as per L_edger _SetL_Jp}

] Calculate GST on time earnings
[ Auto-hold pay inputs if not due

[T Clone new employees
[T 8how estimated leave balances

E|_ | Graphical E|

ACC Premiums
Startup Options

(=) Email Setup

Select Options tab,
tick the "Analyse
eamings by
Account and/or
Job. Link to
General Ledger”
checkbox, and/or
simply select
Ledger Setup
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..I_edger Setup

Default account code |-

[CPAYCOSTTIT

[] summarised totals only?
Payroll holding/net pays | -
PAYE -
Child Support
Student Loan -
Other deductions [-
GST content [
Bank [=

Default job code

Ledger type | Cognito MoneyWorks =]

Enter Account/Department codes during time and allowance input
Account code format |9-9999 |

Generate an account costing file for export to your ledger

Accounting year begins in | April =]

Enter Job codes during time and allowance input
Job code format l@noooc '

[ Generate ajob costing ﬁle for export to your ledger

[ Fine tune

Casual employee's
leave chargedto

| Default cost centre (as per Ledger Setup) [ +]

=—These HOLDING
accounts will be
credited with pay
totals. Payment is then
made from these
accounts.

NOTE: You can also

setledger accounts

individually for other

deductions in Payroll

Codes..Deductions
editor

Choose Cognito
MoneyWorks from
the Ledger Type
options then check
any additional
settings.

Be sure to check that the export file pathname is correct (Generate an account costing file for export to your

Ledger) as this is the File you will be importing into MoneyWorks. You also need to set the Default Account Code,
and/or Job Code (used during Time and Allowance Input for initial entries), the Payroll Control Account Codes and
Accounting year begins in month.

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

Choose OK, then Save the Company record to keep your Ledger Settings.

Departments I

MoneyWorks utilises a “Department Code” associated with the Departments you have established in Payroll

Department Maintenance

Codes...Departments:

Departrnent 1D

Description [white Water Rafing |

Supervisar [wilsan, Carl

Departrment code
(o]

The Department Code, in the case above “02” is used as the department portion of the Cost Centre when allocated
to your Ledger. These can be selected per input entry (see next Section).
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Entering Account and Department information (analysing your data to Cost Centres and
Departments I

During Time and Allowance Input you have the opportunity to specify the Account, Job and Department Codes:

Time Entry for Felicity Luke

Time type Hours Rate
lordinary 40.00 10.000000 400.00 -

Time Input Edit
Time type | Ordinary
Hours

40.00(&3)]

Comment |
Account  |WAGES
Job lI0E |

[ Lnssistant]

Rate
10.000000

| wages Account
/5] sample Job Code

Value

40000

Add entry
Delete entry
Timesheet

Time summary

il

L)

Unlock

Note: If Acount or Job Codes are not used, they will not be seen on this Time Entry screen.

General Costing Information I

The Costing File you specified in your Ledger Setup is automatically generated when you print the Standard
Reports after Pay Input.

GL Account Costing Analysis MUST be included in the Standard Reports selected, otherwise the latest Costing File

will not be generated.
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Standard Reports for current pay period ending 06/01,/2010

Pay Input Audit Trail

Payroll Summary

Payslips

[¥] Allowance, Deduction and Met Pay S ules
GL Account Costing Analysis

[#] Job Costing Analysis

Employer calculation schedules

[¥] Cash breakdown (incl CASH deduction code)
Group scheme schedules

] Collate reports to PDF (and optionally send as email)

Use print options menu (preview, print etc)

[~ Prompt for printer selection before each report is printed

Message to appear on all payslips

Save selections

Options...
Help

Exif

Mone

Toggle

Merry XMAS! YoLlr bonus is in'cluded in this pay - we look forward to a -

great new year!

-

Producing this Report
generates the Costing
File you specified the
name for in Ledger
Setup.

The Costing File can
then be imported into
MoneyWorks.

Once satisfied that all your Standard Reports are correct and you have produced an up to date GL Account

Costing Analysis Report, the Costing File is ready to be imported into MoneyWorks.

The Journal File will contain MoneyWorks formatted Account and Department Codes, and from the above example

would use 6001-02.

The 6001 comes from the Account Code entered for the Time Transaction, and the 02 comes from the Department

Code specified for White Water Rafting.

The “-* is placed automatically between the Account and Department Codes if there is a non-empty Department

Code available.
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Importing the Cost File to MonexWorks ]

@ Choose Import...Transactions from the File menu

& Acme Widgets.mwd3 - MoneyWorks Gold

FEN Edit  Select Command Show  Enguiries  Reports  Window  Help

e 3

Open... Chrl+0

CloseII Acme Wjidgets.mwd&:l j% @ o

Save "Acme Widgets.mwd3 Chrl+5 nd Print

Save a Copy A5,

Sawe a Backup As... | Periudl Diate | GHoss |i|

Rollback "ticme Widgets. mudz" FOR 1001 a0, ZEOsea0t 1138
oice For Goods) Jan | 28/03f2001 49,50

Sharing & Users... 5 Jan | Zajoafzo0l 280,69
pds) Jan | 28/03/2001 241,71
sts {*fet another invoice) Jan | 10/09/2001 15.26

Close Window Chrl+ an invoice) Jan | 10{09{2001 68,27
ods) Jan | 10j09/z001 90,77

Page Setup... Chrl+Shift+P nice sale) Jan | 14/09/2001 42,06

PriAt... Chrl+p ple Invoice) Jan | 17/09f2001 280,69

Accountant's Export. .. Payments on Invoices. ..

. . QIF Bank Statement...
Diagnostics...
Exit Ale+F4 ar Chrl+ Hames...
“ or Products, ..
. 0/3 Yiew by Status  w Jabs...
Import sales andfor purchase transactions from a kext filg Budgets...

@ You will be prompted to locate the File you have just exported from SmoothPay.

@ Select the File, and the File Import Order window will be displayed.

Import Field Order.

#| Fields to be imported into

Datain: "MwFile. bxt” "Acme Widgets.mwd3"
Field Marne: Record 1 = Field Mame Use Yalue
CSUPP CSUPP —* TransDate -~
9/11/2004 9i11/2004 =» OurRef -0 =
22052137 22082137 —» Description
40643 40643 —* Contra
—* ToFrom .
24,22 24,22 —» 1.Detail.Account
- 1.Detail. Tax
7 2 ¥ 1.Detail.Gross
HPMMMDE225 MARD232G -~ 1.Detail. JobCade am™
2.848571 0.795 -~ Analysis am™
w0 HPM COMDUL,., | MAR COMNDUIT PLAIM COUPLING 32MM GREY |- 4 "Cp"
2.49 0.2 - am
19,94 1.59 - Hold 4 Wark it out
- | Salespersan am™
2.85 0.5 | PavmentMathad am™
. &
G
- User3 [
| ProdPriceCode < Wark it out
- | MailingAddress am™ bt
- | DeliveryAddress am J
File Format is:| Merge file v [ Save... ] [ Canicel ]

[ load. & o]
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@ Select the SmoothPay Import Format from the arrows next to the Load button.

@ There are two formats, SmoothPayCP if you want the transactions to come in as Payments, and

SmoothPayJN, if you want them to be brought in as a Journal.

Import Field Order

[
Fields ko be imported inko
Datain: "MWFile, bt "acme Widgets.mwd3"

Field Mame = Record 1 c Field Mame Use Yalue

ZSUPP CSUPP —* TransDate ~

9711/2004 9/11j2004 —» OurRef i =

22082137 22082137 —»| Descripkion

40643 40543 —* Contra
—* TaFrom =3

24,22 24,22 —» l.Detail Account
—»| L.Detail, Tax

7 2 —» 1.Detail.Gross

HFMMMDE225 MARDZ32G |- 1.Detail. JobCode am

2848571 0.795 |- Analysis am

sk HRM COMDUL., | MAR CONDUIT PLAIM COUPLING 32MM GREY - Type a "Cp"

Z.49 0.2 - TheirR.ef am™

19,94 1,53 - Hold <4 whirele it ouit
------ Salesperson Default

2.85 0.8 PaymentMathod
...... Usert IdeallnvMap
------ User2 MicolnvMap
""" Lserd MTInvMap
"""" Prq;anceCode MultiLocationInyoice
------ Mailingaddress
...... Deliveryaddress MWFM Trans Impart Map

PWInvMap
File: Formnat is:| Merge file v SmaathPayCP
SmookhPay I
Load.. TESTHAP

@ Click the OK button to start the import. MoneyWorks will check the File for consistency and report any errors. If
any are reported, the most likely one is that the required period is not open, you need to correct them and

restart the import.

@ Otherwise click the Import button to bring the transactions into MoneyWorks.

Please also refer to the Accounting Integration and Ledger Integration Factsheets on our website for more detailed

information.

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

your MoneyWorks accounting system.

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

*END *
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