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© PCSchool Payroll End of Year Tech Tip

New Zealand Schools prepare an IRD form each month and the following process is not necessary.
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© PCSchool Payroll End of Year Tech Tip

Important

Ensure you have a Current Backup of your payroll data before continuing with the Payroll End of
Year procedure.

The End of Year rollover is actually the monthly rollover for June 2009. However, as this month is
the end of financial year it serves two purposes, a normal month end rollover as well as an end of
financial year rollover.

The End of Year procedures should be performed PRIOR to executing the first pay run for July 2009
- 2010. Whilst all transaction detail for the 2008-2009 year is available for checking of data and
printing of payment summaries, if there is a need for any corrections to pays, taxation figures etc.
then these should be performed in the correct financial payroll year.

Prerequisites.

Path: Payroll — Payroll Employee View

Enter a ‘Date Left’ for all past employees who have left within the current payroll financial year. This
date will overwrite the default of ‘Tax Period To Date’ field on their Payment Summary.

Enter any Reportable Fringe Benefit Tax (Grossed Up $) amount in the field located via the Payroll
Employee View under the History tab. This amount will then be printed on the Employee Payment
Summary in the appropriate field.

s AEE
Staff Code: [WILLIAMS L «l Taw File Number: [131214151
Given Names: |Lyn Sumame: [WILLIAMS =
Status: |T - CURRENT TEACHER: ~| BithDate: |18/03/1360 Q@ 1 Pagment Hold
Classification: |Teachet 513 Departmert: «| ™ Mon Resident
Date Amived: |01/02/1333 4 Date Left: &y [ Group Certificate Done
1 Pay Detail ] 2 Leave < History l 4 Std Pay ] S Super ] E Banking ] 7 Comments ] S Tranzactions ] 9 Abzence ] 0 Delete ]
Last Pay [19410/2007 4 Mewt Pay on or After: |02/11/2007 10
Pay vwTD: 2239232 Employes Super ¥ TD: 0.00 Reportable FET ¥ TD[Grossed Up $): 0.00
TaxwTD: 4656.00  Employer Super ¥ TD: 3539.28 Mon Feportable FET 'TD: 0.00
Allowances YTD: 000 Holiday Loading ¥TD: 0.00 Last Clearance FBT: |30/06/2004
Deductions Y'TD: 445568  Termination Pay YTD: 0.00 COERPYTD: 0.00
Canstrain by: |4l - Show Pay | Esave/Mo Clear | & Savellear F2 | S Clearal Fs | |}' Exit Wiew  Esc

Use the information below to enter the correct information;

e | Date Left Any Employee who has left within the current financial year must have a
date entered in this field.

o | Reportable FBT | Enter the grossed up FBT figure.
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© PCSchool Payroll End of Year Tech Tip

End of Year Procedure
Follow the 8 Steps listed below to complete the Payroll End of Year process.

Step 1

Check that Pay Codes are in the correct location on the Pay Summatry.

Path: System — Payroll Control Files — Pay Codes tab

Check that all pay codes used in this financial year are tied to the correct location when printing the
payment summaries - “Location on Pay Summary (Group Certificate)”. If any have been setup
incorrectly, simply change to the correct location.

Payroll Control Files !.B |
1 System || 2 PayCodes 3 Bank Eontml| 4 Super Providers| S Tax Scales| & HELP 0rSFSS| 7 PaySlip Comment|

Pap Code [rezcription ‘r'ear to Date
[ 14 | Teachers Momal Pay al 108474853
Type
|P - GROSS Pay |
Diefault Payp Wweight Location on Pay Summary:
1.00 -G Y ~|
0 - Dioes not appear -

Criteria l Pay Table | Accrual Table |

10 - Child Support

Iv Holidays accrue 2 - Allowances [Claimable) Qay
3 - Union Fees |
¥ Sick Leave accrues 4 - Lump Sum &
. 5- Lump Sum B
v RDO's accrue 6 -wWorkplace Deductible Giving | | J
f . 7 - Lump Sum D
]
¥ Used in Superannuation Cale & - Lump Sum E -
[ Store Dates against type: I EaMing Levy £xempr

Check that the correct period is selected for Rolling your Leave Accruals.

Path: System — Payroll Control Files — System tab

Some schools may choose to roll their accruals at the end of the financial year (when rolling into July
or Period 1) or at the end of the calendar year (when rolling into January or period 7). Check that the
correct period is selected before doing the End of Year rollover.

=H] Payroll Control Files
E_‘I-S;s-te-r; 2 Pay Codes | 3 Bank Contral | 4 Super Providers] 5 Tax Scales | & HELP or SFS5 I 7 Pay Slip Comment |
Group D' or 4BM: |123455?880 v {Ledager Integrated 3 Month to D ate $ Year to Date
Haoliday Loading %: ’71?5 Gross Pay: | 0.00 | 36251 B8
Max TanEx Holiday Laading &: | 32000 Taw: | 000 [ 1202500
Last Pay Date: [02/03/2008 Deductions: | 0.0 | 1720
Last Period End D ate: ’W Allowances: | 0.00 | 2656
FBT Clearance D ate: ’W Holiday Loading: | 0.00 | 0.0
Default GL Account: ’m Termination Payments: | 0.00 | 0.0a
Default Supsr Rate: | 900 Fring= Benefit | 0.00 [ 145.98
SuperThieshold: [ 450.00 COEF Payments | 0.00 [ 0.00
Tax Liability Ledger Account: ’W Employee Superannuation: | 000 | 0.00
Super Liability Ledger Account: ’m Employer Cantrib Super: | 0.00 | 3590.04
Last Day of Payroll ‘'ear: 304
Last Monith of Payrell Year: 05 =] CurentPeriod [ 12 Pd toRollAccmals: | 7=
% Clear &l | EH Save |
[TF Exit WiewEsc
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© PCSchool
Step 2

Payroll End of Year Tech Tip

Print a Proof Copy of the Payment Summatries

Path: Payroll — Payroll Payment Summary (Group Certificate)

Employee Payment Summaries must be issued to employees at the end of the Payroll Financial
Year.

Proof copies should be printed for checking, prior to both the printing of Official Copies and
submission of the ATO electronic file.

Check that all supplier and employer detail is correct before printing the proof copies of the Payment
Summaries. If changes are required, this detail is located under Utilities — System File Maintenance.

EH Payroll Payment Summary Information Preparation !.H
Select Employee Codes 4]  Employer Detail
[ fom [ &  Te| @ | Tdngas [Kate's School
Rea Name: |School
Tawvear [2008 =] Emiw [ =] apNorwen: [55 001 232 567
SEE D:: B B T Address: [123 College Road
Fiinge Benefits Year From: To: !
Town: [TOWN
[8] Supplier Details Code: [2345
Contact Mame: |K Poffley Pastal: [P0 BO0X123
Phone: |07 4339 3315 [
Fax [07 4333 5395 Town: [TOWN
Email: |help@poschaolnet Cade: |2345
Supplier Mo |62345674879 State: [NSw =
FileRef Mo 1 Country: [Bustralia al
Authorised Person: |K. Poffley BrarchMa: | 001
Gateway ID: | & Pracess or Fiint Certficate_p |
Output destination itz (P @i
&+ Print toWindow (" Export ta File |EMPDupe. 4l (" Dfficial Copies  (* |
" PrinttoPrinter " Export to Mai | =l [ TestData  [F EsitView £sc
Process to print proof copies of Payment Summaries:
1.| Select Employee Codes Select From and To, or leave blank for all employees.
e Tax Period: Will default to the correct date range or can edit
if necessary.
il Select Date e Fringe Benefit: Will default to the correct date range or can
edit if necessary.
3. S.Up%ggtzgta,\l:zme Enter your s.chooll’s Contact Person detail for the_ ATO.
e Fax/Phone/Email/Supplier Th_ese _detalls will default from the System File, but can be
edited if necessary.
4.| Employer Detail Check all detail is correct.
Output Destination
e Print to Window Print to screen for viewing.
e Print to Printer Use this to print PDF and Employee copies. You can only use
5 these printouts if you lodge Payment Summaries electronically.
' Contact the ATO for requirements regarding electronic
lodgement.
e Export to File Create a file for uploading to the ATO ECI interface.
e Export to Malil Not applicable in this view.
6.| Print Paper Options Select Proof Copy.
7.| Process or Print Certificate Click to print the Proof Copies of the certificate.
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© PCSchool Payroll End of Year Tech Tip

Step 3
Print a Payroll Validation Report for the Financial Year — July 07 — June 08
Path: Payroll — Payroll Transaction Reports in Employee Order
Payroll Transaction Report launch in Employee Order !.E
From Employee: | ﬂ Type of Transaction
[v ToLast Employes Code aor: | ﬂ " Payrall
From Pay/Super Code: | Dﬂ f" Superannuation
5 (s Both [WalidationR
To Pay/Super Code: | Bﬂﬁﬂﬁﬂﬂ ath [ValidationReps)
Do i |1 L AL Report detail
Date To: |30.Jun, 2008 (" Show detail
{* Show summary
Department Selection: |.~’-‘«II ﬂ
Superannuation Provider: |AII ﬂ
Report Siyle: |F'a5lm|| Walidation Report j

Repart Alias: |F'AWAL.HF'T

Balance this report against your monthly Validation Reports:

e Add the figures from your July 08 — June 09 Payroll End of Month printouts, and check against
the Financial Year Payroll Validation Report (above).

Step 4

Check PAYG Summaries

Check the Financial Year Payroll Validation Report figures for each employee against the proof
copies of their Employee Payment Summaries. Ensure you compare the Gross, Allowances and Tax
figures from both reports.

Step 5
Check the total tax remitted to the ATO for the financial year are correct
Compare and validate against each of the following reports:
e Check your General Ledger Group Tax Clearing Account for the total tax $ (including June
09) remitted/to be remitted to the ATO for the Payroll year
e Check against the total tax $ on your Financial Year Payroll Validation Report

e Check against the total tax $ shown on all Employee Payment Summaries

These three tallied figures should be the same $.
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© PCSchool Payroll End of Year Tech Tip
Step 6

Print the Official Payment Summaries

Path: Payroll — Payroll Payment Summaries (Group Certificate)

Once all detail has been validated as correct, go back to Step 2 and select the Printer Paper Option
of Official Copies to print the official copies of the Payment Summaries.

Step 7

Electronic Lodgement

Path: Payroll — Payroll Payment Summaries (Group Certificate)

PCSchool is registered for electronic lodgement with the Tax Office. Schools must also be registered
with the Australian Tax Office to take advantage of this feature. Electronic Lodgement is the only
supported means of lodgement.

Once the Payment Summaries have been checked and Official Copies printed correctly you can
create the electronic file for submission to the Taxation Department.

55 Payroll Payment Summary Information Preparation !.n
Select Employee Codes Employer Detail
From: | ﬂ To | ﬂ Trading As: |Kate's Schaol
Reg Mame: |50h00|
Tax Year: |2DDB ﬂ Entity: |AII j ABM ar WPM: |55 001 234 567
Select Date

=i — . 123 College Road
Ta Perind From: |1.Jul, 2007 To: [30.Jun, 2008 Address: [123 Callege Roa

Fringe Benefitz Y'ear From: |1 Jul, 2007 T |3D Jun, 2008 |

Towir: |TDW’N
Supplier Details Code: |2345
Caontact Marne: |K Poffley Postal: |F' O EBO= 380
Phane: |07 4333 3315 |
Fax |07 4339 5395 Town: [TOWN
E mail: |help@pcschool.net Code: |2345
Supplier Mo: |BB001938385 State: [NSw al
File Ref. No: |1— Country: |Austlalia ﬂ
Anthorised Person: |K Paffley Branch Mo: aot
Gateway |D: | E@ Process or Frint Certificate P |
Output destination Export File Settings E -
™ Print to Window & E\Exp 1 |.3 File Narne: |EMF‘Dupe. ﬂ * Dfficial Copies ¢ Proof Copy

File Type: |Tax Dept Electronic Format j [~ TestData u) Exit Wisw Esc

Select Output destination of Export to File.

Export File Settings will be defaulted in this field. Select the location for the saved file by clicking
the ellipsis (magnifying glass) icon. Name the file accordingly, e.g. schoolname2008-2009

Set Printer Paper Options to Official Copies.

el S A e

Click Process or Print Certificate to create the electronic file.

This file is submitted to the Taxation Department, via their Electronic Lodgement Software. This is the
preferred method, rather than sending the information on a disk. You will receive immediate
verification of the file if it is lodged electronically.
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© PCSchool Payroll End of Year Tech Tip
Step 8

Performing the End of Year Rollover

Important

Ensure you have a Current Backup of your Data once all the reports have been printed for the
financial year before proceeding with the End of Year Rollover.

Path: Payroll — Payroll End of Month

The Payroll End of Year is processed through the End of Month procedure which will roll the system
into the first period of the next financial year, i.e. July 2009-20010.

Payroll Period End Routine !.E

Period Start D ate: |31 A05/2008

Period End Date: |3U Jun, 2008 m v
Current Period: | 2] -l NestPeriod |Jup 2007-2008  [4] =]
Current Periad Y'ear Desc: |2E|U?-2EIDB Mext Period Year Desc: |2|JE|3-2EIDS E
Delete Tranzactions Prior Ta: |3EI Jun, 2003 E [ Clear Fringe Benefit Tatals E
Report Selection Report detail

+ Show detail

Report Style: |F'a_l,Jm|| End of Month Report

Report Alias: |PAYEOM RPT

" Show summary

P _
\““4/ Is this a Year End Process

Output destination

Perfarm Pd End ‘
= [}’ Exit Yiew  Esc |

* Print to'Window © Expart bo File

" Print to Prinker ¢ Expork to Mail

To complete the rollover follow the steps below:

1. | Period End Date Enter the date for the end of the financial year.

. Must be June 2008-2009. If not, you will have to roll your Payroll
2. | Current Period into this period prior to proceeding with the End of Year.

Will default to 5 years prior which complies with ATO
Regulations. However, this field can be edited if you wish to
keep earlier transactions on the system. Note: Transactions up
to this date will be deleted from the PCSchool system.

3. | Delete Transactions Prior To

4. | Next Period Will default to July 2008-2009.
5. | Next Period Year Desc Type in 2009-2010.
. . Tick to clear Fringe Benefits Totals entered against employees
6. | Clear Fringe Benefit Totals for the purpose ofgreporting on the 08-09 financ?al year. Doy
7. | Report Selection Leave as Payroll End of Month Report.
8. | Output destination Select to Print to Window.
9. | Report Detail Select Detail or Summary.

Click to roll your payroll. Confirmation will appear asking if this is
a Year End Process. Click Yes. Confirmation will appear asking
if you wish to roll Leave Accruals. Click Yes. This will then begin
10) Perform Period End clganup of prior transactions (Refe’r Step 3),_ anql all Y'I_'D totals
will be cleared from the employees’ history view in readiness for
the new financial year. The End of Month Report produced will
be the transactions for the last period of the financial year, i.e.
June 09.
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© PCSchool Payroll End of Year Tech Tip

Payroll End of Year Rollover is now Complete

At the end of this process your Payroll will be on July 2009-2010.

Payroll Period End Routine _|I:I|ﬂ

Period Start Diate: |30/06/2008

Period End D ate:; |22 May, 2008 [T FesetyTD Acomuals
Current Period: |1l 20052007 =l Nest Period |August 2008-2003 -
Current Period Year Desc: |2DDE-2DDS Mext Period Year Desc: |2DDB-2DDS
Delete Transactions Prior To: |3D Jun, 2003 [ Clear Fringe Benefit Tatals

The Year to Date figures in the Payroll Employee View - History tab and in the Payroll Control File —
System tab will be reset to $0.00 and your Current Period will now be 1.

FayrnllCnnlmlFlles Il -[o] ]
[V System 2 PayCodes| 3 Bank Convial| 4 Supsr Froviders | 5 TauScales| 5 HELP or3F55 | 7 Pap Sip Comment |
Payroll Employee View -|Olx
Ly ploye Ledger Integrated $ Month to Date $ Year to Date
Staff Code: [WILLIAMS L & Tax File Number: [131214151 Grass Pay: | 000 [ 00
Given Mames: |Lyn Sumame: [WILLIAMS a Tax | 0.00 | 0.00
Status: [T - CURRENT TEACHER | BithDate: [18/03/1950 G ™ Payment Hold Deductions: | oo I G0
Classiication: |Teacher 513 Depatment | =] I Hon Resident | T I e
ived: |01/02/1999 L L ifi
Date Arived g Date Left ; I~ Group Certificate Done Holdap Loading | oo | am
1 il | 2 3 Hist 4 5 B T 8 ) 0
PayDetail| 2 Leave jstony | 4 G1dPay| 5 Super| & Barking| 7 Comments| & Transactions | 5 Absence | 0 Delete | | = I T
=TT 15107200 Nest Pay onor atter. [02/1172007 3 Fiinge Bereft | 000 [ 0.0
0.00 0on
Pay¥TD: 000 Employes Super YTD 000 Reportable FBT YTD(Grosssd Up 3] [T CDEP Payments | [
loyee Superannuation: | 0.00 | 0.00
TanYTD: 000 Employer Super YTD: Non Repartable FBT YTD 0.0
ax mployer Super 0N Reportable e I 0.00 I 000
Allowances YTO: 0.00 Holday Loading ¥TD: Last Clearance FBT: |30/06/2004
7 = =
Deductions YTD: 000 Termination Pay YTD CDEPYTD 00 Bl () s |
3 Clear &1 E save
[ Esit ViewEsc
Comstrain by [41 - ShowPey | Elseveiioclesr | [l SavesClem r2 | NE el rs|[F Extview ESE|_

>>>>>> End of Payroll End of Year Tech Tip <<<<<<
Created June 2009
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