These instructions cover 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.

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 or select Ledger Setup

Choose Cognito MoneyWorks 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 codes and accounting year start month. If you do not set these items
correctly, your costing transfer will not operate correctly.

0O00oOo

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 MoneyWorks.

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

Importing the costing file to MoneyWorks

o 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.

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 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.

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 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.

Lets begin by setting the ledger type from within SmoothPay.
When you start SmoothPay, the Control Centre is displayed:
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& Gershwin, George Pay Period Repaorts

& Graham, Matthew Jay Payroll Codes F- Costing Reports

& GRAHAM, Sarah Jane 2 IRD Schedules

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

& Luke, Felicity . IR348 Employer Monthly Schedule,
& MacPherson, L Wizards g....nqas PAYE and ACC Reports

& No lastname, Stimpy . PAYE Tax Rules Listing

standard Reparts L. ACC Premium Codes Listing

/Reminders
i Returns
i Miscellaneous

Control Centre, then
select Company
Setup

Finish this Pay J
Z

Company Setf

=l Exit a | |

- Reconciliation Repors

Sz - Leave Repors

Restore - Emplgyee Reports Choose the company
- Earpthgs Cerificates . ,
. Lidtings you wish to work with

Rebuild Files E] from SmoothPay's

£
£

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

Tick the "Analyse
earnings..."
checkbox, and/or
simply select
Ledaer Setun
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¥ Show terminated employees in Caontral Centre
[~ Exit 'Print Options Menu'immediately after printing Security |
[ Do NOT check pay rates automatically
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™ Enter dates during tirme input ACC Premiums |
[ Send payslips by email (requires add-in)

Startup Options |
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e EEEE |Defau|tc05tcentre (as per Ledger Setup) ;l
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Choose Cognito MoneyWorks
Ledger typ= | Gognito Maneyttorks from the Ledger Type options then
Ledger directory (where your GL data files are) enter any additional settings_
[ | &

Enter Account/Tepartment codes during time and allovwance input Note that the |edger directory is
Acourt code format (3333 | & not required (SmoothPay does not
Defautt acoount code (5000 | access your ledger files at all).
Generate an account costing file for export to your ledger
CHJOURNAL THT .
| | Job codes are not required, but
Payroll contralinet pays [Fooo | =--These COMTROL o .
DavE i | atcounts should he may be used for additional costing

_ set up so that your analysis within SmoothPay.
Child Support [Food | e y y
Student Loan [Foot | reports balance,

Cther deductions [Fooz | [¥ou can also set
ledger accounts
35T content 7003 | inclivicully for
Bank [3001 | other deductions in
Accourting year begins in | Al w | Peiia]

Codes. Deductions
editar)

|:| Enter Job codes during time and allowance input
Job code format B |
Default job code | |

| |
|:| Enter activity codes Format

Be sure to check that the export file pathname is correct 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 start 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

MoneyWorks utilises a “department code” associated with the departments you have established in Payroll
Codes..Departments:

Department ID

Description [white Water Rafing |
Supenisor [wiilgon, Carl Fe

Department code
(5]

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).

Entering account and department information (analysing your data to cost centres and departments)

During time and allowance input you have the opportunity to specify the account, job and department codes:
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Time type Hours Rate Value

10.00 150.00

£

—Time Input Edit
Time type | Qrdinany

v || Frassistant

Hours Rate Walue
10.00 [ 15.000000] | 150.00]

Comment | |

Account  [BO01 Guiding

Dept  [Wwhite Water Rafling |

Choose INSERT

huttan ta add a

new Tirne Input
line.

Selectthe line
vou wish to edit
then make your
changes here
s

Entertime hy %

Note that the unused space on the form is reserved for other uses (for example, in this case we are not using job

codes, so the job related fields are not displayed).

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).

[+] Pay Input Audit Trail

[w] Payslips
[#] Allowance and Deduction Schedwés

GL Account Costing Analysis

[[JUse print options menu {preview, print etc)

[IPrormpt far printer selection hefare each repartis printed

Message to appear on all payslips

Run reports
Save selections

Help

Exit

15 &

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
Account 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
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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.

Importing the costing file to MoneyWorks
O Choose Import Transactions from the File menu

& Acme Widgets.mwd3 - MoneyWorks Gold

Edit

Select

Open...

Save a Copy As...
Save a Backup As...

Sharing & Users., ..

Close Window

Page Setup...
Print...

Accountant's Export, ..

Command  Show  Enguiries

Close "Acme Widgets, rmwd3"
Save "Acme Widgets, mwd3"

Rollback "Acme Widgets. mwd3"

Window  Help

Reports

Chrl+0
TT Enfavad Today
N @ s @
Clrl+S nd Frink
| Periodl Diate | Gross |i
FOR. YL Jan 2810312001 111,38 ;
nice For Goods) Jan | 28/03f2001 49,50
3] Jan | 28032001 250,69
ods) Jan 2a8i03i2001 241.71
sts (et another invoice) Jan | 10/09/2001 15,26
Chrly an invoice] Jan | 10j09y2001 68,27
ods) Jan  10/09§2001 a0.77
Chrl+-shift+P nice sale) Jan | 14092001 a4z2.06
Crrl+pP ple Invoice) Jan | 17/0942001 280,69

Payments on Invoices. ..
GIF Bark Statement. ..

Diagnostics. ..
Exit AlE+F4 or Crl+ Names. .
. or Cir+Q Products. .,
. of9 Yiew by Status W Jabs...
Import sales andfor purchase transactions from a text File Eudgets...

O 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

B Fields ko be imparted inta
Data in: "MWFile bxt" "Acrne Widgets mwd3"
Field Mame Recard 1 o Field Mame Use Walue
CSUPP CSUPP  —* TransDate Y
9/11/2004 9/11/2004 - OurRef - =
22082137 22082137 = Descripkion
40643 40643 = Contra
—* ToFrom ==
24,22 24,22 |-» 1.Detall Account
-+ 1.Detail Tax
7 2 —* l.Detal Gross
HPMMMDE225 MARDZ32G - 1.Detail, JobCode Q"
2.848571 0,795 - Analysis Q"
s HPM COMDUL. . | MAR COMNDUIT PLAIN COUPLIMG 32MM GREY - Type < "Cp"
2.49 0.2 - TheirRef Q"
19,94 1,59 - Hold <A Work it ouk
------ Salesperson Q"
2.85 0.5 - PavmentMathod Q"
------ Lserl at
------ Lser? at
------ Lser3 at
------ ProdPriceCode <A Work it ouk
------ MailingAddress Q™ ]
------ DeliveryAddress Q" J
File Format is:| Merge file w [ Save... ] [ Cancel ]
Cma s
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a 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

[
D Fields to be imported into
Datain: "MWFile, bt "acme Widgets.mwd3"
Field Marne Record 1 c Field Mame Use Yalue
ZSUPP CSUPP —* TransDate ~
9711/2004 9/11j2004 —» OurRef i
22082137 22082137 —»| Descripkion
40643 40543 —* Contra
—* TaFrom
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 4 Default
2.85 0.8 PaymentMathod <
...... Usert 4 IdeallnvMap
------ User2 < MicolnvMap
""" Lserd T MTInvMap
"""" Prq;anceCode 7 MultiLocationInvoice
------ Mailingaddress <
...... Deliveryaddress L MWFM Trans Import Map
P Inmetay
File Format is: | Merge file v SmoothPayCP
SmookhPay I
|

a 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.

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

MoneyWorks accounting system.

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

*END *
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