Getting Started Guide



Thank you for the interest you
have shown in Ace Payroll.

We know you will be keen to
install the software and get
started as soon as possible.

You may want to quickly flick
through this guide to assist
you getting started.

At Ace Payroll we are not here
just to supply software.

It is our mission to make the
experience as enjoyable and
stress free as possible.

Enjoy!

If we can help in any way call

0800 223 729

Visit our constantly updated website

WWWw.acepay.co.nz

Email us

team@acepay.co.nz
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Help System

Employee KiwiSaver Membership Status m

« You are sefting the KiwiSaver membership status of Jane Brown who started on 20/06/2007.

Ace PayroII is v  Automatically Enrol - This employee started on or after 1st July 2007 and is not an exempt employee.

Enrol them automatically under Section 10.
self explanatory

. .. Definitely Exempt - Employees that started before 1st July 2007, casual employees, those under 18
with descriptive or over 65, employees that have no tax deducted, and various other employees are exempt from
KiwiSaver membership under Sections 9 to 15.
text on most

Opted Out - This employee is covered by the automatic enrolment provisions, and has given you an
opt out notice as provided for by Sections 16 to 18.

screens.

Opted In - This employee has asked to join the scheme, and has given you a KiwiSaver Deduction
Notice as required by Sections 33 to 37. Once opted in, an employee can never opt out.

About  (Eack  Hstoy ) MNed print

Press F1 at any

Ace Payroll Help Manual Contact Index FAQS Leave Caselaw m .
time for the Help

Ace Payroll FAQ Contents

Manual.
Getting Started More Holiday Pay More Pay Calculation
= regular payroll procedure = 2007 changes = allowing alternative holiday
= entering registration code = termination 8% part year = overwriting paye
= function keys = Irregular work pattem - immediate termination pays
= cannot enter password = changing from 5% each pay = refiring and redundancy payments
= forgotten password = no current usual daily rate = bonus payments .
Allowances & Deductions - daily rate calculation - file pays before entering finish date Th IS resource runs
= reconciing linked deductions = public holiday calendar = assigning pays to departments
= loading 1o employee = taxing of holiday pay = overwriting extra emolument tax
Cosui Employees ~ leave owing estrrate only oy Froquencios as a separate
= difference from part time - final holiday pay calculation = processing different pay frequencies
= processing of Holidays Act 2003 = bi monthly date calculation
Contractors - XMas new year - period end or actual pay date p rog ram an d
;::gr‘ W""N?'ntmg tax then ada gst - easter days not transferred - default pay frequency . ,
Manage = XMas new year = changing all employee pay frequencies
iransaction deletion s ne vear - changing contains 100’s of
- m:ncg r;lgnlg rrﬂn:gsl?c' :hck - bereavement single day = twice monthly retumn procedure f | |
- = no bereavement in first & months Pay Rates
- ﬁ”ngfubp |Ukje rver - alternative days sold - defining pay rates pa g B2 O T y
- timing of backup - alternative hol ayment - rates changed during pay period q
- multiple frequency backup - tractional lieu g&';sp ym Payslipe & Printing | ndexed a nd
= evaluation data entered - public holiday night shift = coin split on payslips
- multiple companies - altemative holidays - Jata options ytd etc linked
- installing on another computer - medic ceriiicatos - orgerning payslips InkKe
- selective restore delete - cannat sell nolidays - date description on payslips
Direct Credits _ 005/2006 = no payslip ever 1
= to credit cards - new year 2 = show employee ird number documentatlon'
¥mas new year 2006/2007 N
= must pay cash if asked - irregular partial days = where is screen preview
- emerggir;cty Dac,lrup - loave calendar = only getting half page width printout
= reconcile to nett pay _ Payslips - Emailed
= paying total nett _ xmas new year 200412005 = norton intemet security

From the Help Manual you can download the most
regularly used IRD forms from the Internet.




Understand The Concept

There are two broad groups of payroll processing procedures:
[ | Things you do every pay period.

B Things not related to a specific pay period.

y

Every Pay Period

e Every pay period you perform the functions circled in yellow,
in the order shown.

e Each item is ticked, and the time and date it was done is
noted.

e The last item, File Regular Pay, confirms the regular pay
run and advances the pay date to the next pay period. /

=1 Ace Payroll g@
Pays Employee Reports Allowances Utilities Setup Quit
2 & &
Employee Reports Utilities Setup About

Regular Payroll Procedure

e ehiRd

511 pm Sun

Weekly
Pay Period Date

x x < x < < <«

Management Report
511 pm Sun

Produce Payslips
512 pm Sun

l _i Information on how to contact Ace Payroll.

Coin Split

Direct Credits ey _
512 pm Sun '\Q’ Press F1 at any time for the Help Manual.

Backup Data Files

File Regular Pay




Maintenance

e The maintenance options are those shown below
circled in yellow.

e Use these options for maintenance functions that are
not related to a regular pay run.

e Clicking any of these options provides a selection of
related methods.

e For example, use Employee to add new employees,
pay an employee outside of a regular pay run, etc.

e Click Reports to produce your IRD returns and all
sorts of other reports.

e Click each of the options, and note the various
methods provided.

= Ace Payroll w g@
Pays Employee Reports Allowances Utiities Setup Quit
G ROl < Quit
(2,,.
Employee Reports Allowances Utilities Setup About

Regular Payroll Procedure

Weekly
Pay Period Date

Calculate Pays
511 pm Sun

lManagement Report
511 pm Sun

Produce Payslips )
512 pm Sun __._ Information on how to contact Ace Payroll.

Coin Split

Direct Credits R
5.12 pm Sun '\Q) Press F1 at any time for the Help Manual.

Backup Data Files

x x < x < < <

File Regular Pay




Now Let’s Get Going!

Check Default Pay Frequency

If you pay wages weekly do nothing.
Otherwise follow the instructions.

If you use more than one pay frequency
it can be changed as required from the
main menu.

ARl

+ Enter here the default pay freq

for your organisati
+ Every time you load a new employee, they will be assigned this pay frequency.
« Whenever you select a pay frequency, the value entered here is used as a default.

« If you use more than one pay frequency, such as weekly and monthly, enter the most used
frequency.

The default structure is Ordinary Hours,
Time & Half and Double Time.

Change if necessary.

This determines the appearance of the
top of your Calculate Pays screen.



Check Default Payment Method

If you pay wages by cheque or direct
credit do nothing. If paying in cash
follow the instructions on screen.

Select Default Payment Method a6

« Select the default way in which you want to pay your employees if there is either a neft
amount owing after direct credits have been deducted, or if you do not use direct credits.

+ Employees paid in cash will have their pay rounded in accordance with the Coin Split Setup
Options, and their cash pay is loaded into the Coin Split Report.

+ Employees paid by cheque do not have their nett pay rounded and are excluded from the
Coin Split Report.

+ You can override this default pay
Direct Credit screen.

nt for any emplt from the Empl

- Modify -

Load Some Employees

Just enter an identifier and a short
name for the time being.

Enter Employee Identifier

« Every employee is identified by a unique alphanumeric key o
be either a number or their initials.

« You cannot change this key once an employee is loaded.

« Only characters A Z or 0.9 can be used for the identifier - | || ENter Brief Employee Name
commas, full stops or any other delimiters.

« At no stage of the system is it necessary to enter any person| You have identified this new employee as JS.
is required then either you or the program will locate an emp

The only other item that must be entered prior to paying an employee is a short name.

« A suggested ID for John Smith is JS, JBS, JOHN or 42.
As well as using full surnames and first names in formal reports to the IRD |, Ace Payroll uses a
Short Name. This can be a nickname or a more formal full name, and is the name you are
being asked fo enter here.

It can be changed at any time, and you have an option whether to use this name on all reports,
or to use the employee's full surname and initials.




Select Your First Pay Date

[ = - . | _am | Enteryourfirst pay period end date.
_‘ e

Regular Pay Frequency &Bate

Frequency Weekly\J = l
| ==

For Period Ending Maonday Tth April

» Mo regular pays for a Weekly frequency have yet been filed.

+ As well as the Period Ending Date it is also possible to record an Actual Payment Date.

Select First Weekly Pay Date m

Select a pay date for the first Weekly payroll you are going to process using Ace Payroll.

You may want to define any
allowances or deductions used
by your business. If you prefer
this can be left until later.

To add a new allowance or deduction to your payroll, enter the
description and calculation method. Then select the correct tax status.




You can now process your regular pay

Scan through your employees
entering their times worked, and
any leave taken.

o

Produce A Management Report

The management report
provides a summary of the
current unfiled regular payroll.

Management Report Setup m -

450.00 +  Show Total Summaries
Al the start of each report 15 shown the fotal amounts paid for all employees, together with the total hours worked,
and the average hourly rals paid for all employees. These summaries can be lumed off if required.

Show Itemised
Uncheck this item in the uniikely event you do not want your report itemised by employee, possibly to produce a
report of totals onty.

Suppress Nil Pays
When checked, employees that have not been paid this pay penod are left off the report.

For example if you run a Personnel Agency and have a large number of employees but only pay & small number
of them each pay period, you may be belter off suppressing the nil pays.

Item| On the other hand if all your employees are usually paid each pay period, you are betier off leaving them on the
report, This highlights your accidentally not paying one of them,




Print Your Payslips

—
oo |

Print or email payslips for your
employees. Click Setup to
choose how the payslips look.

Process Your Direct Credits

Print a direct credit schedule or

‘ s \ ~ 3 _aw | create a file for importing into your
: internet or electronic banking.

Process Direct Credits a6

% Printout  Printoutadirect credit schedule to give to your bank.

. Produce an electronic file of direct credit data to either transmit
v EIeCtronlc through a modem or supply on a diskette.

Quick Instructions

« To process regular direct credits, select either Printout or Electronic then click GO

« Click the Setup button if processing direct credits for the first time, or your bank details
have changed.

« If you have filed your payroll by mistake without processing direct credits, an Emergency

Backup is available as a last resort.
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File Regular Pay

_._!!!!E'QY.!!_J _ Reports Allowances | Utilities ., |1 MM
Requiar Payrol Procedure [
Weekly : | Modifu & Al

_ Monday Pay Period File Regular Payroll

| #  Calcuate Pays | | Ag

! #  Management Repaort u

:| | [__ll Regular Payroll Checklist m
#  Produce Payslips
*  Coin Spiit [— Proceed with the filing of your payroll once you are sure that
#  Direct Credits o

t | I: @ Payslips are printed @ Coin split is produced

| #  Backup Data Files

f vil | @ Direct credits are processed @ Frequency and pay date are correct
| £ File Regular Pay D -

File Regular Payroll n
One Last Warning m

Only proceed with the filing of this current payroll if you know
EXACTLY WHAT YOU ARE DOING

Filing your regular payroll makes a lot of changes to many files. You are about to file regular
pays for the employees shown below

Name Gross Tax Nett
Jane Brown 337.50 5510 268,90
John Smith 2,7114.81 760.68 1,84554 »

-

o

The last step is to confirm your payroll by clicking File Regular Pay as shown
above.

Do this once you are sure all previous steps have been completed correctly.

Filing the payroll saves all data to the IRD returns and advances your Period
Ending date.

It is absolutely vital you file your pay - otherwise, you're not saving your
work and Ace Payroll can't produce your IRD returns for you each month.

Ace Payroll creates an auto backup onto your computer just before the pay
is filed so whilst we encourage you to check your pays carefully before filing,
the procedure can be reversed if needed.

Once you have filed your pays, you have finished this pay period!

-11 -




| R D Returns

Once you have filed your pays you can see how Ace Payroll simplifies IRD compliance.
Select Reports then IRD Returns. The following menu is shown:

rEmplayer Monthly Returns

Employer Monthly Returns 6L

+« Employer Deductions IR 345 - This is the form you send showing total gross wages and
tax deducted either with an enclosed cheque or electronically if paying by direct credit.

« IR-File or Printed IR 348 - The monthly reconciliation includes employee start and finish
dates, student loan repayments, child support deductions and KiwiSaver contributions.

« KiwiSaver K$1 - Use this report to create and send a monthly electronic file to the IRD of
employee KiwiSaver decisions.

[ Employer Deductions IR 345 ]

| IRFile or Printed IR 348 |

| KiwiSaver KS1 J

Shown below is the computer generated IR348 which the IRD
will accept from small employers. All IRD returns can also be
filed electronically over the internet, and also manually.

Ace Paymil IRD Approved Schaduls Page: 1 of 2
Al
Employer monthly schedule (IR348) || | e D 010:002-12¢
el 2 pRETTUEN
Ace Payroll Plus Led e
Lemo
Ul e I T St Dk PN Dk i L -3
Earmenas e PaTE e A epean SLAenLoE SR o A o
v o @ G of= p—
WAy O} L] ‘el
Sam Jenkins 010-000-041 S a1/07 /07 15507707 T c
3884.00 1000.90 #53.13 BEZ.00 155. 3%
Jason Black 010=-000-114 M SL
BE5. 00 199.04 52.30
Carl Smith 010-006-122 WT
BES. 00 BES.O0 173.07
Jennifer Smith 010-000-3T8 CAE
680, 00 153.87 55.22
Tota gieas sanngs Tl A ret be Tl PA VRS Bm Em Taw Tem
Y aarne pramean ACT) WENOIINg e 0NN SR BN an Enpered Ervpayer
[T Cermtubens
TI5T.00 1865.00 1702.12 1413. 94 52.30 210.60
Py Dtk Hane: .> Bam Spade
Declaration | daclare that theinformagion .) oo nocay AT oal
DR A e raLw ke and coraact Sgrmbae Dwis ’
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Holiday Pay Setup

A key part of getting started is setting up your leave balances, namely sick leave,
holiday pay and alternative holidays owed.

This page is about holiday pay but the procedure is very similar for other leave types.

Go to Employee / Modify
Employee Details / Leave SckLomveOwing &) 60mr LTl agat Weimum

Alternative Holidays None

Employee Leave Profile Auckland Anniversary

Mon Wed Thu Fri

Holiday Pay Calculation Method

You are modifying the holiday entitement of John Smith. Right now, you are setting the calculation method for this
employee's holiday pay. Select one of the six methods shown.

v As Per Act Minimum - accumulates 3 weeks a year till the first anniversary after 1st April 2007 when it
accumulates 4 weeks a year.

For holiday pay you can

select the calculation
¥ Percent of Gross - this method accrues holiday pay as a percentage of gross eamings rather than in
days. If less than a full years service this method when sat at its minimum value gives the same result as method
the As Per Act method, and a close approximation if employed longer. "t

#  As Per Act Custom - allows for the accumulation of more weeks a year than the legal minimum.

Percent Each Pay - designed for casual employees to which Section 28 apples, this method pays
holiday pay each pay period as a percentage of gross.

Step 3 Enter Opening Entitlements

## Opening Entitlement Date - Start Date 01/08/2007

« In order to calculate holiday pay Ace Payroll needs to know how much holiday pay was due at a specified date.

« For a new employee the system assumes that on the employee start date no holiday pay is due.

« If loading holiday pay details for a current employee, enter the date on which you know exactly how much holiday
pay is due.

« This employee started on 01/08/2007 and the date can be reset to that value if required.

"t and then enter [##4 Opening Entitlement Days Owing - None
opening balances. « Enter here the number of days owing to your employee on the above date.

E# Full Year Average Daily Rate - Dynamic - $42.65

« The average daily rate is usually calculated automatically from the records of previous years eamings.
« Enter a specific value here if required, or view the automatic calculation.

## First Anniversary Date - 01/08/2008
« Enter a date in this field if you want an anniversary date other than every 12 months from an employee start date,

fat n he ry n that wa required
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Electronic Banking

Ace Payroll interfaces with all internet and electronic banking systems in New Zealand.

Select Direct Credits
from the front screen.

Direct Credit Schedules

Process Direct Credits m

%2 Printout Print out a direct credit schedule to give to your bank.

Produce an electronic file of direct credit data to either transmit

v EleCtronicC yaugn amodem or suppy on a diskette

Quick Instructions

« To process regular direct credits, select either Printout or Electronic then click GO

« Click the Setup button if processing direct credits for the first time, or your bank details
have changed.

« If you have filed your payroll by mistake without processing direct credits, an Emergency

Backup is available as a last resort.
= @

Direct Credit Setup
*® citi’ CitiBank CitiDirect 1
® HSBC4X» HSBCnet
v Wlfestpac Westpac Corporate Online _
® [ BNZ Internet Banking For Business
¢ [EEFH  ANZ Direct Online
x @ National DirectLink Online
#®  RaboPlus Rabobank Internet Banking
X ASB ASB Business MT9

Select Setup to enter the
employer bank account number

@) @~

and the banking system used.

Use the screen in Step 1 each pay period to create
the direct credit file simply by pressing GO.

Note the name of the created file is shown during

the process.
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F4 Report Index

Press the F4 key at any time to produce an index of all reports available in Ace Payroll.

Report Index

Report Index a{%

For the current unfiled pay period
Management Report - This report provides you with a summary of all your regular pays for the frequency
selected, prior to their being filed.

Print Payslips - For all your regular employees or just a single one. Also accessible from here are the wage
and hour summaries for your regular payroll.

Hours Summary - Hours worked for each pay rate listed by employee, followed by a company total.

Wage Summary - A basic breakdown of each employees wages, and a company total. The report is more
abbreviated than the Management Report.

Coin Split - Use this procedure to provide a breakdown of coins and notes required from the bank, set the
maximum note that employees receive, or determine the amount to which nett pays are rounded.

Direct Credits - Procedure to produce a printed direct credit schedule for all your staff, create a file of direct
credits on diskette for your bank, or export direct credit data to your desktop banking system.

Payment Reconciliation - This report shows the way in which the total nett for the current unfiled regular pay
period is paid out to employees.

- The Allowances Paid and Costing Analysis reports contain an option to report on the current unfiled pay as
well as selecting an historical date range.

B & B e & B

Taxation related reports

% Tax Ready Reckoner - Type in either a gross, tax or nett amount. By selecting different pay frequencies, tax
codes, or tax tables, results are calculated relating to the amount entered.

% Employer Deductions IR 345 - The IR 345 is the form you send monthly or twice monthly to the IRD with your
cheque.

% Employer Monthly Schedule IR 348 - An employer monthly schedule IR 348 must be lodged once a month with
the IRD. This schedule contains a reconciliation of all wages paid for the month, together with employee start
finish dates, student loan, and child support deductions. If you are a small employer the return can be returned
manually, and sent by the 20th of the following month with your IR 345 form and payment. Large employers must
file this form electronically by the 5th of each month.

KiwiSaver Contributions - This report shows all KiwiSaver Contributions and Employer Tax Credits for the date
ranges selected.

@ ACC IR 68 Return - Assemble all information to complete the IR68 ACC Levy calculation form.

Reconciliation - This is two reports built into one. Displayed first are all earnings for a full financial year broken
down into twelve individual months. Following that are the earnings for the same full financial year itemised for
each employee.

% IRD Number Validation - This report scans all your employees and advises of any invalid IRD numbers.

@ Printed Tax Tables - Use this ulility to produce a report similar to the printed tax tables you receive from the
IRD.

Reports on employees

% Employee Index - View the employee index either from here or by pressing the F2 Key from anywhere in the
program.

% Earnings Certificates - Print certificates to give your staff showing earnings for the financial year.

% Year To Date - This report is preset to report for a selected full financial year, for either a single, all, or a range
of employees. You can select the degree of details, either each item by fotals or itemised similar to a one off
report. It is a quick and easy way to rapidly retrieve year to date totals.

:|||| b3

f/ . .-\| =
\9 l_‘ ) @ Print
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Installation

Insert the enclosed CD.

AutoRun starts the installation.

Remember, most computers
take around 15 seconds for

NEW-ZEALAND
PAYROLL

e

| Program _] Upgrade _] Demo

SerialNo. ..o

AutoRun to start. /

S °"'

acepay-c%

Ace Payroll CD Install

FAROL PLUS

Copyright and N Z. Patent 299289

The Ace Payroll CD
Installer is shown.

Follow the instructions

« Af all fimes throughout installation you receive help with a message similar fo this
+ To accept the suggested option and continue, click the green Next button.
« To terminate installation click the red Quit bution.

« Click Next now to continue.

on the CD Installey

Ensure you have your serial

number handy unless you are
using a demonstration CD.
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