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1 Kitomba™ and Ace Payroll ﬁ

Kitomba™ can help you to manage paying your employees their wages and commissions by
working with Ace Payroll.

This guide has been designed to help you to understand how Kitomba™ works with Ace to
make your pay days a little easier.

If you are new to Ace Payroll, we suggest you give their Team a call on 0800 223 729 as they
are just as friendly and helpful as we are — we checked!

You need to ensure that you have already done the following;

1. Creating Commission Groups in Kitomba™

2. Creating Commission Plans in Kitomba™

3. Assigning Staff to any Commission Group
If you haven’t completed the following steps or need a refresh, read our Commissions and
Wages Kitomba™ guide.

1.1  Setting up Kitomba™

Once you are ready to use both Kitomba™ and Ace Payroll together, first you will need to tell
Kitomba™ that you are going to use Ace Payroll.

Set Ace Payroll as your External Wage Package in the Admin Tab under Preferences.

Calendar {} Cards %7 Message Reports %Admin

= Administration
= Appointment Types
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! - PS
+-] Message Templates |
#-7 Lists Suppress Cuskomer Spend: 0O
D AutoMessages )
= Commission Groups Business Summary % calculation Percent of Sales | v
-~ Senior Staff _
+‘j Security Groups Customer Histary Printouts Show: Al service notes w
-0 Attributes
#--] Payment Types Sales figures are caloulated: GST inclusive |+
4, [Preferences '
- |&@=| Cash Drawer Session Hide G5T selection on reports:
L Loyalty
Security
Turn Security On:
Login as Restricted User with no password

Setting
Login a5 Administrator with main Kitomba password P refe rences
Wages /
External Wage Package Ace Payroll| v

Sales figures used to calculate commissions are GST exclusive |+

Show Advanced Commissions Options

~
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1.2

Wages in Ace Payroll

If you want to use the information generated by Kitomba™ to work out your wages with Ace
Payroll, then you will need to setup Ace Payroll to understand what Kitomba™ is telling it.
You also need to know how Kitomba™ is sending information to Ace Payroll so you know
what the figures are that you will use.

1.2.1 Employee ID’s

The first thing to do is to click on the Employee section and Modify Employee Details for

your Staff into the Ace Payroll system dnd Ace will show you the ID nu

of your Staff People.

= Ace Payroll

e /

a @ ¥ (oA 3 —
Employee Reports Allowances Utilities Sefup About ‘
/
Regular Payroll Procedure
Weekly [ Modif;' Employee D;tails ‘
Tuesday 08/08/2006
Calculate Pays

3.04 pm Fri 19/01/07

Management Report
10.41 am Wed 11/10/06

® Print Payslips

Coin Split

* Direct Credits

# Backup Data Files

# File Regular Pay

2.48 pm Wed 11/10/06 ‘

‘ Make A One Off Payment

‘ Add A New Employee

‘77” Delete An Employee

‘ View Employee Index

‘ Leave Adjustments

iy Enphges i

F 1 Spears, Britney

Personnel {‘ Allowances Direct Credits Leave
Short Name  Britrjey Postal Address
Surname Spears
FlrstNames  EBritfey
Occupation Fyist
Phone No
Kitomba Salary

Frequency Department Gender
Weekly  Mone « Female
Dates.

Start Finish CURRENT  Child Support
Last Pay Birth Tax Code M

Statistics.

= Ful Time

Inland Revenue
None  IRD Number000-000-000

School Student

No

|ﬂ Administration

=@ MESSaEETemmatES

#- () Security Groups

- 0 Lavalty

- Appointment Types
«j Business Units
f“! Blondes
[E] Front Desk
-4} Britney Bpears
42 Christina Aguilera
43} Justin Timberlake
&} Robbie williams
- d2¥ T1 - Kelly Clarkson
42 T2 - Mariah Carey
[E] sunbed Adress

.

First Name: | Britrey

Last Name: | Spears
Staff Level: |very senior v

[] Dok show this Staff Person on the Calendar

-] Lists S G Adminstrator | v
[ AutaMessages i
=9 Commission Groups Sexurity Code:

= Senior Staff
Commission Group:

Serior Staff | %
(1 Attrioutes
#-C Payment Types Employee 1din payrol system | 1
Preferences
[E5] casn Drawer session Hourly Rate s14.00

[] Emplprée works set hours

/

This ID number is the number you will enter into Kitomba™ on each
Staff Persons record in the Kitomba™ Admin Tab.

Contact Detais | TimeTables | Security & Commission

er assigned to each

Calendar {;} Cards €;§Message Reports %Admin

Staff seed | <o value» v

Aluays Retains Commission

These ID numbers must match to ensure the correct person is paid the correct amount.
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1.3 Allowances

To record your Commissions from Kitomba™, Ace Payroll uses Allowances.
All of your Commission Plans from Kitomba™ can be totalled up and recorded into one
Allowance in Ace. This is what we call the Default Setup.

1.3.1 Default Setup

This is the fastest and easiest way to setup and use Ace Payroll.
You will need to create an allowance by clicking on the Allowances Section and Add a new
Allowance.

Pays Employee Reports Alowances Utlties Setup Qut

== (@ alalX

" Mod AnAllonce ‘

Add A New Allowance

Who Uses Report
Load To A Group

Delete An Allowance
View Allowance Index

Set the

Calculation Method
to be

Fixed Unit Value $1.000

Who Uses Report

The first allowance you create with Ace Payroll is always given the Reference Number 1
and this will be the Default Allowance and will be used for all of the Kitomba™ Commissions
you haven'’t specifically set (see Section 1.3.2 for how to set specific Commissions up).
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1.3.2 Advanced Setup : Specific Commissions

Use the Advanced Setup if you would like to track specific Commissions and show them
separately on the payslips.

Firstly set up a new Allowance in Ace Payroll for the specific Commission you wish to Track.
This is the Reference Number from Ace Payroll. This number is assigned automatically
when you create an\Qowance (remember that reference 1 is the default and is a special
case).

Allowance Mainlenance\

AN
Ref Description
%% \XS Service v 8

Reference No 5 Tax Status
v Taxable
Description Service
% Deduction
Calculation Method Fixed Unit Value $1.000 % Non Taxable
Comment % Reimbursing

Now go into Kitomba™, open up the Gommission and set the Reference in external wages
package to be the Allowance number fyom Ace Payroll

amission Plan

Hame Eervile Plan |
Reference in external wanes package ‘5 |
Pay Commission on 21l Service |Z|

@ Normal Commission - Usual setup

(O Escalating Commission - Advanced

This is an "normal” comnission. The commission rates are only applied to sales within each level below.
Click"Add level" to add a new level. Enter that start of each level into the "From" box - {he "To" box is autormatically worked out for you)

D Cammission Levels are setin dollars

O Commission Levels are setin number of units

From (§) Ta () Commission % Add Level

Commissions are calculated using GST exclusive sales figures
ou change this setting in "Preferences” under the Admin Tab

‘ Cancel || Save |
Kitomba™ Tip:
o You can link two or more Commission Plans in Kitomba™ to
""one Allowance in Ace Payroll. Kitomba™ will add up the totals
- ' for each Staff Person and Import one figure as the Ace Payroll

Allowance.
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1.3.3 Adding Allowances to Staff

Now that you have your Allowances set up, you need to tell Ace Payroll which Staff will
receive which Allowances.

You can do this by clicking on the Employee section and Modify Employee Details for your
Staff into the Ace Payroll system.

Add New Allowance

+ You are adding an allowance or deduction tofthis employee.
» Select the required allowance, then press G

» You may find it easier to click the Index buttgn for a complete list of all allowancegs”

il Senior Staff

This will add the selected Allowance(s) to your Staff Person.
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1.3.4 Running the Wages Report

When you get to the end of your pay period, you will need to run the Wages Summary.

Set the Report Dates to reflect your pay period.

Reports {4 Admin

Sales - Breakdown by Staff Person & Categor
Sales - Daily Sheets

Calendar {3 Cards éﬁMessage‘

Sales - Inwaice List
Security Log Zoom: [] Show Marains
Service Statistics
Source Documents i
Staternerks - Customer Account Summary
Staternerts - Individual Customer
Staff Likiisation
stk o Ok Wages & Commission Report
ock Ordering
Stock Ttem Trace Sunday, 14 Jan 2007 to Saturday, 20 Jan 2007
Stock Movement Surmary
Stock Statistics Blondes
Stock Take L ales Figures calculaled by credibng services 0. Designated sales person
Stock Yalue b Cornrrissions caloulated using  GST exclusive sales figures
Wages Summary
[Voucher Statistics Britney Commission Group -»  Senior Staff |
Woucher Trace Report v Commissions =
Senior Staff Retail Commission : paid on All Retail
The King of all Wages report Sales from All Retail = $873.33 (excl GST)
Target $150.00 10% on sales above target $723.33 at 10% = $72.33
Senior Staff Retail Comrmission commission = $72.33
Senior 3taff Service Commission : paid on All Service
Start Date: 14-Jan-07 Sales from All Service = $5,622.22 (excl GST)
- Target $500 .00 15% on sales above target $5,122 22 at 15% = $768 33
e Dete 20-Jan07 Senior Staff Service Commission commission = $768.33
Commissions Total = $840.67
Credt Services to: . . =
Wages: $854.50 46.75 hours @ $14 .00 per hour
Show 40 Commissions: u Britney — Wages plus Commission = $1,485.17
Christina Commission Group >  Senior Staff
Commissions
Senior Staff Retail Commission : paid on All Retail
Sales frorm All Retail = $391 60 (excl GST)
Target $150 00 10% on sales above target $841 B0 at 10% = $84 18
Senior Staff Retail Commission commission = $84.16
Senior Staff Service Commission © paid on All Service
Sales from All Service = $1,253.33 (excl GST)
Target $500.00 15% on sales above target $753.33 at 15% = $113.00
Senior Staff Service Commission commission = $113.00
Comrissions Total = $197.16 vl
<] m e
ET™ eI o)

Click Execute and the

ort will be shown on screen.

Check your figures and click"Export to put this in a format that Ace can read and give the file

a name.

When you save your file, it is advised that you save it in your winpay folder. Kitomba™

will find this folder automatically if your winpay director

[¥ save

—

Save i |@ winpay

D

My Recent
Docurnents

My Cornputer

Iy Metwork,
Places

¥ #o@E=

5] 131an07 b @) PAYHLP
ALLOWNCE.DTA (I PAYSETUP.DTA
ALNCIMDE.DTA I?] wImport. Ext
company.dta I?] xxImpork, Exk
config.dta

COSTTPAY.DTA

DEPTMEMT.DTA

DIRECTCR.OTA

EMPLOVEE DA

@ Import. bxt

Import, Ext, bak

E] Importl.bxt

[Z] mport2,txt

E_l;] Irnpork_A.bxk.csv

MOTE.DTA
s PAY ERE
Files of type: | all Files M Canicel

You should save your exported file with a specific name — import.txt

rectly installed to C:/winpay
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1.3.5 Importing the Commissions

To Import the information into Ace Payroll, click on the Utilities Section and click on Import
Data

: Tax Ready Reckfner |

System Information -

Restore From Backup

When the Import Dialogue box appears, you should check that the filename is correct and
the folder Ace is looking in is correct.

Import Data

rm you want to import datgusing the Generic import

» The import file is nailwed IMPORT.TXT.

» The file is located in the c:\winpay\ folder.

u

Then click the GO button.
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1.3.6 Calculating Wages

Now that you have imported your data from Kitomba™ into Ace Payroll, it is time to pay your
staff! Click on the Calculate Pays button to take you into the Wages Screen.

| Calendar |

| ExwotData |

System Information

: Restore From Backup

|

o
o
=

You will see that after the import, the hourly rate is the only part you need to fill in manually.
Kitomba™ will have brought in the number of hours your staff have worked and their
commission amounts.

You will only need to fill in the Rate once, after the first time, Ace will retain this information.
Once you have completed the pay adjustments, continue your normal process including bank
transfers/direct credits, payslip printing and Filing Pay’s.
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