These instructions cover the setting up of SmoothPay to permit the transfer of payroll costing information to Pastel
Accounting Systems (SOHO, Partner and later 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

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

O Tick the "Link to General Ledger" checkbox, then select Ledger Setup

*Choose Pastel Partner or Pastel SOHO from the Ledger Type options. If you have changed the ledger type from a
previous setting you will need to select Ledger Setup a second time to modify any additional settings. If you are
using the Harcourts HAPI interface, choose HAPI/Pastel (refer also to the information contained in the README
file on the HAPI CD).

*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 will not operate correctly.

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). Once satisfied that all your standard reports are correct, then any time afterwards
you can import the payroll costing batch file into Pastel (note that the next pay will overwrite this file, so you need to
import it before then).

Importing the costing file to Pastel Partner
«Start Pastel and logon to the appropriate company.

*Choose Process/Journals, select General Journal (unless you have set up a special "Payroll Costing Journal”
type, in which case select that one). NOTE: The Entry Type selected must be setup without the Contra in Detail
option ticked (this is set in Pastel..Setup..Entry Types).

*Choose Batch, Import then type in (or locate) the filename you specified in SmoothPay ledger setup (usually
PAYCOST.TXT).

«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

«Pastel will scan and if everything checks out OK (all account numbers are OK etc) the batch will be imported and
can be processed as usual.

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 Payroll Control Account, unless you have specified separate accounts for
these controls in SmoothPay’s Company Setup..Ledger Setup. When all disbursements have been made, your
Payroll Control Account/s 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 Pastel Partner and Pastel SOHO accounting systems.
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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 Procomp Systems 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:

: smoothPay Payroll - Control Centre

|14 28 = o

=101

ITestand Training Data

A 70N 0 0 & E

F¥Flintstane, Fred

& Gershwin, George

& Graham, Matthew Jay
& GRAHAM, Sarah Jane
& Hoek, Ren

& Luke, Felicity

& macPherson, L

& Mo last name, Stimpy

Edit Employee F-Your most requested reports

-- Fay Period Reparts

Fayroll Codes | --CustingReports

Fay Input |
Wizards |

2 IRD Sthedules

. IR345 Employer Deductions
R348 Employer Monthly Schedule.
[AREE PAYE and ACC Reports

-PAYE Tax Rules Listing
L ACC Premium Codes Listing

Standard Reports |

#- Reconciliation Reparts
Backup | #- Legue Beoport
Foat - Emploves Reports Choose the company
7M - Earnings Certificates you wish to work with
Rehuild Files | - Listing= from SmoothPay's
- Reminders
- . Retums Control Centre, then
Ml [+ Miscellaneous select Company
Setup
H Exit | A | N

¥ Show terminated employees
| Frocessing pays for Period Ending 12 Oct 02, Pay Day 17 Oct 02
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Company and Payroll options Setup

General | Bark | Payslips Options Timesheets Ll
Cancel |
Cauntry INewZeaIand 'I SR
. Timeclock fils mame Print |
Timeclock type | None =l | — | Tick the "Analyse
Misc I™ Analyse eamings by Account andior Job, Link to General Ledger Ledger setup eamings...
[~ Ratesfamounts are enterad inclusive of GST for registered emplovees [ | checkbox, and/or
v Show terminated ermployees in Contral Centre simply select
[ Exit 'Print Options Menu' immediately after printing ﬂl Ledger Setup

[~ Do KOT check pay rates automatically

[~ Use previous pay as template if no default pay established
™ Enter dates during tirme input

™ Send payslips by email (requires add-in

Cazual employes
leave charged to

|Defau|tcustcentre (as per Ledger Setup) ;l

Tax rates |
ACC Premiums |
Startup Options |
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Ledger Setup

Ledger type I Fastel v6.x ;I

Ledger directory (whete your GL data files are) &I
[CPASED, =l

¥ |Erter AccountCepatment codes during time and allawance ingput

Account code formst (9999999 | &l Choose Pastel Partner or
Default account code [/ | Pastel SOHO or
Pastel/HAPI or Pastel v6.x
from the Ledger Type
options then modify any

[V Generste an account costing file for export o your ledger
[CAPASEONPEYCOST. THT

|
Payrall controlinet pays [ / | =--These CONTROL additional settings.
PaNE | ; | gocounts should be
. zet up =0 that your
Child Support | / | costing analysis
Studert Loan | / | reports balance.
Cther deductions [/ | (¥ou can also set
| 7 | ledger accounts
G=T contert indlividually for
) . - ather deductions in
Accounting year beging in I.ﬂ.prll LI Parroll
Codes. Deductions
I¥ Enter JokiProjectiErterprize codes during time and allowance input editor]
Joh cade format |l 3 | &l

Default job code | |

[~ Generste & job costing file for expott to your ledger

| |
[ Erter activity codes Format

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 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.

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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[ d5tandard Reports

¥ Pay Input &udit Trail

| Save zelections I

¥ Paprall Summary Producing this report generates the

| Help I costing file you specified the name
I for in ledger setup. The costing file
can then be imported into Pastel.

¥ Papslips

¥ Allowance and Deduction Sc

| Exit

¥ GL Account Costing Arfalysiz
¥ Job Costing Analysis

¥ Employer calculation allowance/deduction Schedules

¥ Usze print options menu [preview, print et

¥ Frompt fer printer selection before each report iz printed

Mezzage to appear on all payzhps

]
4]

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 Pastel.

Importing the costing file to Pastel Partner
Start Pastel and logon to the appropriate company (the examples shown are for the DEMO company).

% Software Sales Pty Ltd [DEMO])

File  Edit iewn  Change Setup  Utlity  Window  Help

Journals — 2
i Cash Book g M1,

Bank Heconciliation

Customers
Paint af Sale
Owerdue Customers Interest

Choose Process/Journals

Suppliers

Irveentan Journals
Manufacture
Count [nwentary

katch Open ltem
Foreign Currency B evaluation
Jump to Anather User
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%. Process Journals

= [General Ledger

Entry Tupe

0E - Sales

07 - Sales Credits

Fer 08 - Customer Journals

09 - Purchazes

07 ;l 3 10 - Purchase Returns
11 - Supplier Journals
12 - Inventory Journals
13 - Manufacturing Jnlz
14 - Currency Yariation
15 - Point of Sale

ap Customer

4k Supplier

ar A

|

Batch Type

M E3

| Marmal batch entry

|

Cloze

Jezchstion

Tax
oo

Exclusive|  Inclugive| DC

3

Delete < b

=locate <F 3>

Inc / Exc <F8:

Frewiew... ‘ Frrirtt....

‘ Update... |

Batch...

| Settings... |

| In balance I

Select General
Journal (unless
you have set up a
special "Payroll
Costing Journal"
type, in which
case select that
one)

*NOTE: The Entry Type selected must be setup without the Contra in Detail option ticked (this is set in

Pastel..Setup..Entry Types).

%_Process Journals M= E

| 05 - General Journal | Mormal batch entry j| Close |
Per [ ate GCS | Account Reference | Dezcription Tax Eucluzive  Inclusive DC
07 =] 310196 E] ! Q0000000 an Bl
i 3
Enstdated%acuning
Impart
1 I I Evport 4
Delete <Chrl-0r> Allocate <F3= [Velete Bateh c / Exc <F8>
Bestore Columns
Fresiew... ‘ FErirtt.... ‘ Update... | | Settings. .. |
|| [ | | Inbalance |

Choose Batch
then Import
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% Export / Import IS E3
Type in (or locate)
the filename you
Import GL B atch Import File Hame specified in
General Jaurnal PAYCOST. THT SmoothPay ledger
setup (usually
PAYCOST.TXD.
% Import Errors

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)

Line .3 Account blank or not found,

Cloze

Pastel will scan and if everything checks out OK (all account numbers are OK etc) the batch
will be imported and can be processed as usual.

K =100 ]
Entry Type |1E'Pa_|r|r|:|"'JDurna| ﬂ| Batch Type |Nurmal batch entry ﬂ| Cloze
Per Date GCS | Account Reference |Description Tax Excluzive|  Incluzive| DC
e~ | z2/002000 |G FA3A000 PavB2083 | Payroll cozting m 16,948.27| 19068680 C
03 2206200 |G F332000 PavB2083 | Payroll costing m 573980 EB45728| C
03 22082000 |G 3000 PaYE2083 | Payroll cozting m 1209691 13E09.02| C
03 2206200 |G F332000 PavB2083 | Payroll costing m 540896 603508 C
03 22082000 |G 3000 PaYE2083 | Payroll cozting m 9.1 10317 D
03 2206200 |G F332000 PavB2083 | Payroll costing m 13817 15644 D
03 22082000 |G 3000 PaYE2083 | Payroll cozting m a0.35 0,33 D
03 2206200 |G F332000 PavB2083 | Payroll costing m 33.m 4276 D
03 22082000 |G 3000 PaYE2083 | Payroll cozting o1 1.716.00( 193050 D
03 2206200 |G F332000 PavB2083 | Payroll costing m B27.71 FOE17 D
03 22062000 |G F33000 PaYEZO83 | Payroll costing na B.7E7 45 BFE745 D
03 2206200 |G F332000 PavB2083 | Payroll costing a0 3342230 33422300 D
1] | 3
Delete <Chl-Drx Inc / Exc <F8:
Prewview. .. Print... Update... Batch... Settings...
Pév'52083=0.000 PAYROLL COMNTROL I balance
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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).

Update the batch according to your usual procedures. We recommend that you use both the Backup Before
Updating and Print Batch options to provide a recovery mechanism should things go wrong, and to provide an audit
trail for comparison with SmoothPay's costing report.

% Process Journals - Update Batch

% Backup Before Updating Update

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 Payroll Control Accounts.

When all disbursements have been made, your Payroll Control Account 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
Pastel accounting system.

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