© PCSchool Payroll End of Year Tech Tip

End of Year Payroll
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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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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. 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 must be performed PRIOR to executing the first pay run for July of the
following Payroll Year. All transaction details for the previous year are available for checking data and
printing of payment summaries, if there is a need for any corrections to pays, taxation figures etc.
these should be performed in the correct financial payroll year.
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Backu

Payroll End of Year Tech Tip

Back up Payroll Module Continuing with the Roll Over

The following procedure will only backup the data relating to Payroll.

Path:

PCSchool — Finance — Utilities — Backup

Finance - PCSchool [H DRIVE PLAY 1] User: PCSCHOOL
Hot Keys Creditors Gen Ledger Payrol mmm_mm Navigate Window He
Q ¥ H X

4 4 » M

Make a backup of Payroll files.

Backup Data Files View

| ¥F

| Mumber | FileMame | Uzer Name | Remarks | a]

o & LEDGREP  Ledger Repor Holding File

o GST GST

= e PAYEMP P :Payrol Employes File

o s PAYTRANS  PA :Payol Transaction Fie Select Al |
=8 o PAYSYS P&, :Payooll System File

=8 K PAYTYFE  PA Payol Type File

=4 L PaYSTD P& Payrol Standard Pay File DeSelect Al ]
& B PAYTEMP  PA :Payrol Preparalion Fie

=1 Ll TAZSCALE  PA Payrol TaxScale Refrash List |
=1 an HECSCALE P& Pawcl HECS & SFSS Scales

=8 LE SUPER P& Payrol Super Control

=g L EMPSUPER  PA Employes Super Load Fie Selection |
& s PAYBANK P& :Papol Bank Contrdl
=i ] Save Fie Selecion |
u 1£u LHL A T M Sl Fie i w

o 12 CRDTRAMNS  Creditor Transactions

Q 1z CRDORDER  Creditor Dider Header File

o 123 CROORDET  Oider tem Fila Backup Data

o 12 FOSSTOCE  Stock Master File

a 15 STOCKSUP  Stock Supphier File — ~Fites

o 1% STOCTRAN  Stock Transaction Fis & By Moduls

o 1 CRDAUTO  Creditor Aulopay File

O 128 PAYFILE  Pagment Hold Fie " AlFiles

o 12 PAYDIL Payment Hold Detad File _

o ASSET AS: Asset File | F ew |

Leave the Filter default By Module.

Tick Files 105 to 116.

Click Backup Data.

o WIN =

Wait while it creates the Backup.
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© PCSchool

Save the Backed up Data file

Payroll End of Year Tech Tip

(=) Backup Selected data files

Drestination: |C:'\F'FED|3F|AM FILES\PCSCHOOLTEST Backup

Filerarne: |Debtu:|rs Eofy' Backup 2009 -10-11-2003-Time-15-35-25

Comments: |Backup created 10/11/2009 for Kate's College Uzer PCS

Email Te: |

Last Backup: |4 Mov, 2009
Days to Mext Backup: |0 [ Erase previous backup files?

=7 Email Backup | Create Backup

LCancel

To complete the Backup follow the steps below;

e | Check the Destination. The default is the Local Drive PCSchool\Backup.

e | You may choose to rename the file, to signify that this is the Payroll backup.
e | Click Create Backup.

e | A Zip file will be created holding all necessary .tmp files.
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© PCSchool Payroll End of Year Tech Tip

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 ‘Tax Period To Date’ field on their Payment Summary.

Enter any Reportable Fringe Benefit Tax (Grossed Up $) amount in the field located in 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 ] Taw File Number: [131214151
Given Hames: [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 13 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;

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

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

End of Year Procedure

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

Step 1 — Check Payroll Control Files

Check the Pay Codes are pointing to the correct location on the Pay Summary.

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. This is found in the payroll control files under “Location on Pay Summary

(Group Certificate)”.

e [f any have been setup incorrectly, simply change to the correct location, this will update the
transactions to the correct field.

Payroll Control Files

1 System || 2 PayCodes 3 Bank Eontml| 4 Super Providers| S Tax Scales| & HELP 0rSFSS| 7 PaySlip Comment|

Criteria l Pay Table | Accrual Table |

<

Halidays accrue
v Sick Leave acciues

v RDO's accrue

v Uszed in Superannuation Cale
-

Store D ates against type

Pap Code [rezcription
| 1 ﬂ |Teachers Marmal Pay ﬂ
Type
|P - GROSS Paxy |
Diefault Payp 'wieight FPay Summarny:
1.00

0 - Dioes not appear

- Allowances [Claimable]

- Union Fees

- Lump Sum A

- Lump Sum B

-Workplace Deductible Giving
- Lump Sum D

- Lump Sum E =

o
L é

2
3
4
5
B
7
g

I E&MiNg Levy EXempt

‘rear to Date

102474853
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© PCSchool Payroll End of Year Tech Tip

Step 2 — Check Leave Accruals

Check that the correct period is selected for Rolling your Leave Accruals.
Path: System — Payroll Control Files — System tab

Check that the correct period is selected before doing the End of Year rollover, rolling the Leave
Accruals can be done in one of two periods, when;

¢ Rolling into July = Period 1 in Payroll

¢ Rolling into January = Period 7 in Payroll.

The choice of when accruals are rolled is up to the school, if unsure your accountant or the Tax
Office may be able to assist you with advice.

E5 Payroll Control Files

r‘l————S—y—;—e—r-n" 2 Pay Codes | 3 Bank Contral | 4 Super Providers | 3 Tax Scales | & HELF or SFS5 | 7 Pay Slip Comment |
Group D' or ABM: |123455?880 v {Ledger Integrated 3 Month to D ate $ Year to Date

Holiday Loading %: ’71?5 Gross Pay: | 0.00 | 36251 B8

Max TanEx Holiday Loading : | 32000 Taw: | 000 [ 1202500
Last Pay Date: [02/03/2008 Deductions: | 0.0 | 81720

Last Period End D ate: ’W Allowances: | 0.00 | 2656

FBT Clearance D ate: ’W Huliday Loading: | 0.00 | 0.00

Default GL Account: ’m Termination Payments: | 0.00 | 0.00

Default Super Rate: 8.00 Fring= Benefit | 0.00 [ 145.98

Super Thieshold: | 46000 CDEP Papments | 0.0 [ 0.00

Tax Liability Ledger Account: ’W Employee Superannuation: | 0.00 [ 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: e =] CurentPeriod [ 12 Pd toRolldconals: | 7=
% Clear &l | EH Save |
[TF Exit WiewEsc
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© PCSchool Payroll End of Year Tech Tip

Step 3 — Check PAYG Summaries

Print a Proof Copy of the Payment Summaries
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 as an electronic file.

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

Payroll Payment Summary Information Preparation
Select Emplopes Codes Employer Detail

m x| | Elaa] Teadng Ax: |School Mame L4l

Reg Hame: |School Mame

Taresr | 2011 sl Entty. |AI *|  2BMorwPN: [11222333444
sl Jve Addess [School Flosd
Tk Pesiod Froe: [1ul, 2010 Te (M2l 0
Finge Benefts Yem Froen: 12002010 [ Te [THazm O I
Tt :Rn-:khu'rgim
Supplier Details Code: [4700
Contact Harme: |Chis m Postat [PrvateBag 1111
Phoee: 0500 502 200 |
Fac [07 43393015 Town: [Rockhamgton
Emak [schockBozemad com su T Code [#700
Suppher No 11222333444 Siabe [OLD =
FleRelMe 1 Counry: [Austiaks =
Bushosised Pessarc [Chis BonchHo [ 0M
I™ Check i Subeiting Amendments - Process ca Prit Cetticate ¢
Olutpust destination Priies Papa Opion E
& Prink bo'Window  Export bo Fie [EMFDLDa. = " Official Copses = Froof Copy)
" PinttoPirtes  ExpottoMad | ¥ I TestDua  [F ExtvView
i | £
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Payroll End of Year Tech Tip

Process to print proof copies of Payment Summaries:

1.

Select
Codes

Employee

Select From and To, or leave blank for all employees.

Select Date

Tax Period;

e Wil default to the correct date range or can edit if necessary.
Fringe Benefit;

e Wil default to the correct date range or can edit if necessary.

Supplier Details

Contact Name;
e Enter your school’'s Contact Person detail for the ATO.
Supplier Number
e Enter the ABN Number
Fax/Phone/Email;
e These details will default from the System File, but can be
edited if necessary.

Employer Detail

Check all the details are correct;
e These details will default from the System File, but can be
edited if necessary.

Output
Destination

Print to Window;
e Print to screen for viewing.
Print to Printer;

e Use this to print PDF and Employee copies. You can only use
these printouts if you lodge Payment Summaries electronically.
Contact the ATO for requirements regarding electronic
lodgement.

Export to File;

e Create afile for uploading to the ATO ECI interface.
Export to Mail;

* Not applicable in this view.

Proof Copy

Select Proof Copy for checking.

Process or Print
Certificate

Click to print the Proof Copy.

Commercial in Confidence

Gross payments

CDEF payments

Eeporfable Employer

Taotal Allwsnces

Allovmnces

DreducBons

PAYG Payment Summary - Individual Non Business

Payvinent Summinary for year ending 30 June 2011

Penod dunng which payments were made: 10772010 To 3000672011

Payee's tax file number: 3000003

Eeporiable fringe benefits amount
FET Year 104110 © 31M0301

Supsmnneshon Contribubons

BN pn (ES 1), MIoBdky B Fadey,

Payee's Proof Copy

|TDT.¢;LT.¢J: WITHHELD $ [L214 |‘

Lump suss payments

sG] as 1
] CR— o5 [0

] C— bs [0

| — T —

N C—
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© PCSchool Payroll End of Year Tech Tip

Step 4 — Print Validation Report

Path: Payroll — Payroll Transaction Reports in Employee Order

Run a Payroll Validation Report.

Payroll Transaction Report launch in Employee Order !IE
From Employes: | KR _| Type of Transaction
W ToLast Employes Codeor: | = =] | Pya [4]
| Fiom Pay/Super Code: | - .| |© Supesannuation
. ;
ToPay/Super Code: | = 939999 _| A0 1 sklafior s
Date From: |1Jul. 2010 PR
Date To: |30 Jun, 2017 i C St"!\'_‘-‘ftﬂ_"_@
(* [Show summany
Department Selection: |Al -] T ——

Superannuation Provider. |4l =]

Repott Style: | Payrol Validation Fieport

Fleport Alias: |PAYVAL RPT

Print Option
& Phint Al " Al Except Exclude
" EMailOnly ¢ Mot EMail

IR

Output destination i [
(% Piirit to \Window © Export to File i [

€ PinttoPrinter " Exportto M :
toPrinter " Exportto Mad - N (¥ £t View

Lol Lelle |

Leave blank for All Employees.

Leave the defaults 0 to 999999.

Select the Payroll year from and to.

Make sure you have the default of Both.

Select to print a Summary.

Select Payroll Validation Report.

Nj@o kWD =

Click Print, you will need to print a hard copy for checking.

Payrall Validation Report

T Pay Alewasies | Dabutisss | Losiing | GROSS Tax Alewamem | Dedurdies | Net Frplorer | Dplioras
Balars Basas Pay PAYE HECE Clmgy A Al Fay “":';N ,—.Eﬂm

W AMBERIBE N apid AT} YL FEMT |':Il.ﬂ,l [L 3k EENLG i FELTR

#  BALE T T [ . TIL TLEE

......... 1651 L 1EERLE] CRELM : [T [T (%] TEE
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© PCSchool Payroll End of Year Tech Tip

Step 5 — Check PAYG against Validation Report

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:
e |f Superannuation Contributions are involved you may need to print a detailed Payroll
validation report to check the amounts are correct.

PAYG Payment Summary - Individual Non Business
Payee's Proof Copy
Payment Summary for year ending 30 June 2011

Penod dunng which payments were made: 1072010 To 30/06/201 1

Payee's taxt file number: 3000003 |T':|T-"-L TAX WITHHELD § [1.230 | |
Lump susn payments
CR— e T — PN (—
cDeP ey I — TN —
Reportable fi benafit 1
FET Veu 10800 w siosn1 80 ] ps 0]
Reportble Employer
Supemnnuston Contrbutiorns ¥ E$ I:l
Total Allowsnces |
Allowances
Fayroll Validation B . . . .
bl aTcaflon 2o Superannustion Contribution is —
LT [T Pay [ [ N—— T T . Y —
Bdars | Madare Pay PATE Salary Sacrifice of 74.52 + e
IIJ ANBERIAN R | mﬂ. (I!ﬁll'l. [ ”FI.H. mlﬂt Empll:ll:lller Vl:lluntarl:lll aml:lunt I:lf SI:I Likss
MaL T8 Do - =124.52
LA ¥ § Smadnd vy shga sima H RS ‘:
MELS] P O§ Peesbwd By s o o
WEST] IF 3 FUMITRTR L)
WELT] IF 3 FUMSRTR LRy \
HELY] BS 1 SUMETHIR H H
et o e o - i [Tax i the Total Tax . -
asxs n ross Fay e | 94zezeBe1230 | e
:-::-:: :: Ao i P T8 3591 SD [ | :.‘q 5..'::
MELE] DASY Avlem @ B TN H P i 3
Tolals i [{TTE T = HELE m-,éfﬁ-n: T M4 i TET] L

Check the Proof copy against the printed validation reports, the figures will be rounded on
the Payment Summary, check;
Tax against Total Tax Withheld

° e Gross Pay against Gross payments
e Allowances, these are any Claimable Allowances and may need further checking.
e Superannuation Contributions against your Salary Sacrificed and Employers

Voluntary Payments.
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© PCSchool Payroll End of Year Tech Tip
Step 6 — Check Tax

Check the total tax remitted to the ATO for the financial year is correct

Compare and validate against the following reports:

e Check your General Ledger Group Tax Clearing Account for the total tax $ remitted and to be
remitted to the ATO for the Payroll year

e Check against the total tax $ on your Financial Year Payroll Validation Report

Path: General Ledger — Transaction Listing

Make sure all Payroll batches are finalised, then select your General Ledger, Group Tax Clearing
Account, and run the report for the year. If you do not know the default account it can be found in
System/ Payroll Control Files/ System/ Tax Liability Ledger Account.

Ledger Transaction Listing E.E
Petiod Selecton Crtetia
Entity Code: |COLLEGE [ S Pt O
r - i
Penod for Report: IJLne 2m Iil .ll IIF ::;z:i:::::dmnammmhmd
Range From Penod: iJLﬂ'}l 2ma Izl ﬂ
From Account | 4061 .|  |Group Tax Cleaing Account [
I~ ToLastAccountor | 4061 .. 4 Group Tax Cleating Account

From Sub Account I 0= I By Project within rangs
Project by Wikd Card:
To Sub Account ! 0
Report Style: ;LsdguTrmgacxmLﬁtm |5 | ;l

Report Alias iLE DTRAMS.RPT

Dustpast destination

= Piint loWindow © Expost to File |LedRep paf o)

" Printto Prikes T Expeat to Mal !_ £l

Select; Range From a Period Up To and Including Period.
Select; July of the pervious year.

Select; June of the Current Year.

Select your Group Tax Clearing Account from and to.
Select the report Ledger Transaction Listing.

Click Run report.

d b Ed il

You will find the Totals on the last page unless you have sub accounts, check the last pay is included
in the amount of the Credits.

Ledger Transaction Listing Report
Your Sehos] Name
Date Printed: 7072010 Up io & Including Juse 3011
Des Raf’ Deseripdon Baich Pd Trpe Dubir Credie Bele ned
Asearind 401 D Growp Tax Clearing Accouni CET W2 Chrrfeagon L Sasao O
07O 25 Faprel Crapakdeid 1] 1 P 536100 554000
i H Cradite: S562.00 Chsing Balance  § 5.562.00
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This must match the Total of Tax in the Payroll validation Report.

Payroll Validation Report

T e Pay Alewiniss | Dadurtins | Loading | GROSS Tax Alewance | Dodurtiane | Net [T [ ———
Bakrs [ Pay BATE HECE  C-Sapp Al Adiss Pay J-::w :-mm

i arRiEieR R L (R Lt msl [ 2 (Lt | T B BELTE
C R T T B I.ll-uﬂil (=2 TR TLE
N B AR (L5 V1] it BILE [Pt ] e 1871 T
i EEE L (o LIt LT s A
W mraE [ ] 1aim e [0 ] 18530
B AL A FEELFE T FIILAR AR TP | SERALEE AT
R ki B I I (LR TR pirr
W umamE LY P I MY hET (Em]  mEed 187H &I
A O EEEEEE (L5711 [1X0] [T i E iTRal
REIL R AR a2 FEE ] H E B2
M OREETEE ] [ L I.“E: 2| L ] 1T
we rewire | | : 11 | omei __eim| e |
s Pasandta 1T (I ek Total of all Tax LT (Rir]
B Pl el ] ERERTL s 4518 + 744 = 5562 | ] i
aEp mumiEad 184 1 i e

LT LT s & L Bz

FTeTRIY o L Sair:oe m mf ) IlRL AL s

Step 7 — Optional Check

Path: Payroll — Payroll Transaction Reports in Employee Order

If you printed your end of Month printouts when rolling they can be checked off against the validation
report printed for the corresponding periods.

Payroll Transaction Report launch in Employee Order HEH
Fiom Employes: | =] Type of Transaction
¥ ToLast Employee Code or: | ] | € Payrol
From Pay/Supes Code: | 0. [|© Superanmuaiion
ToPay/Super Code: | 593939 _| | * Both [ValidslionReps)
Date From: |1Jul. 2010 Blornst dotad
Date Te: [31.Jul, 2010 " Show detail

© Show ey

Department Selection: Al

KNERN =18 |

Superannuation Provider: |Al

Report Stylec | Payrol Validation Report -
Repost Alias: |PAYVAL RPT
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© PCSchool Payroll End of Year Tech Tip

Step 8 — Print Payment Summaries

Path: Payroll — Payroll Payment Summary (Grp Cert/IR File)

Once all details have been validated as correct, you must print the official copies of the Payment
Summaries.

Payroll Payment Summary Information Preparation
Select Employes Codes Employer Detad

Freei Ta | ]| Teadngis [5 chool Hame

Reg Hasme: [School Name

TaxYear [2011 »|  Eemy [ v|  AENowen 1222300 m
Select Do -
ToPaiodFicms [IIA 2070 [ Te [Bim iy | Addess [SchoolRoud &
Finge Beneits Yem From: [18pr, 2010 [  To [iMa2m1 [ [ ~
Towr: |Rockhamplon
Supplier Details Code: [4700 i
Contact Hame: |Chins Simgzon > m Postat [Private Bag 1171 il
Phene: [0500 502 200 | m
Fac |07 2379 3915 / Towm: [Rockhamgdon B
Emak iﬂﬂ@mﬂmw Code: [4700 E
Supcbes Mo [N1222333448 ok State: |OLD E
FlaRe Mo I County: [Bustishs il
Eugthonised Pesson iﬁl‘bﬁi‘m&m Branch Mo [—mﬂ
I Check i Submitiing Amendments [4] process o Pt contcate - |
Duput destingfion IZ' ! i P D
% Prink boindow  Export fo File Here |[EMPDups: ] i [Otficial Copeed  © Foook Copy
 FrnktoPivier  ( Export 1o Mad | = ™ TeuDwa  [F EvtView
Man. | 2

Check the details are correct;

1 Check the details are correct;
) e Enter a Contact name and a Supplier Number.

You can select Print to Window or Printer.

2.
3. | Make sure you have the option Official Copy selected.
4. | Click Process or Print Certificate.
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© PCSchool Payroll End of Year Tech Tip

Step 9 — Create ATO File

Path: Payroll — Payroll Payment Summary (Grp Cert/IR File)

Schools must be registered with the Australian Tax Office to take advantage of this feature.
Electronic Lodgement is the only supported means of lodgement. Check you are on the latest version
of the ATO software.

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

Select Emplopes Codes Employer Dietail

Freest =]  Ta : Trading Az [School Name

Feg Hame: |School Hams

TaxYear [2011 =] ey [ =] N orwen: [Tz
smn:::aFuimFm e [ Te[@imzn gy ke [Schoolfoad
Fringe Benalits e From: [WTE T [m |
Tower [Rockhampton
Supplier Details Code: (4700
Contact Mame: [Chiis Simpaon -I—-—'—'_.‘m Postat [Private Bag 1111
Fxe |07 49333015 / Tewre |Fiockhampton
Emad |a1:had@wumui -:n:-r!\emJ/"r Code |4?[|II
Suppher Moo [11222333484 F State: |GLD [
FeRsL Mo T Couniry: [Austraia FE
Buthorised Peison: | Ches Simpaon BonchMo | 001
™ Check i Submiting Amendraris [5] Proces: o P contcate |
Dutput destinastion E Expoit File Settings EI Priker Paper Option
" Prink o Window = Expaost to File [0 VPR it vy s D) sk hophE MPThuspe * Dificial Copies ™ Proof Copy
" PrinktoPrislsr " Expodt to Mad Fie Type: | T Dept Electionic Fomat =| I TestDats  [F EvitView

Doc, Man |D|:\n'| LA j

Check the details are correct;
e Enter a Contact name and a Supplier Number.

2. | Select Output destination of Export to File.

Export File Settings will be defaulted in this field;
3. e File Name; Click the Browse button and Save the file where you will be able to find it.
e | eave the Default File Type.

4. | Select Official Copies.

5. | Click Process or Print Certificate to create the 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.

Commercial in Confidence 15/18




© PCSchool
Step 10 — End of Year Rollover

Payroll End of Year Tech Tip

Important

Ensure you have a Current Backup of your Data once all the reports have been printed for the Payroll
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.

Payroll Period End Routine

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|3-2UDS E
Delete Tranzactions Prior Ta: |3EI Jun, 2003 E [ Clear Fringe Benefit Tatals E
Report Selection Report detail
Report Style: |F'a_l,Jm|| End of Month Report * Show detail

Report Alias: |PAYEOM RPT ™ Show summary

\:{/ Is this a Year End Process
Output destination

* Print to'Window © Expart bo File

Perfarm Pd End ‘
" Print to Printer ¢ Expart to Mail
= [}’ Exit Yiew  Esc |
1. | Period End Date Select 30" June of the current Payroll year.
2 | current Period Must be June of the current Payroll year. If not, roll your Payroll
) into this period prior to proceeding with the End of Year.
Defaults to 5 years prior which complies with ATO Regulations;
3 Delete Transactions e This field can be edited if you wish to keep earlier
" | Prior To transactions on the system.
e Transactions up to this date will be deleted.
Next Period Will default to July of the current Payroll year.
gg:::Perlod Year Type in the following Payroll year.
Clear Fringe Benefit Totals these can be cleared now or at a
6 Clear Fringe Benefit following monthly rollover.
" | Totals e |f you clear the Fringe Benefits and need to reprint the
Payment Summaries you will have to re-enter the amounts.
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, this report must be printed.
Click to roll your payroll;
e Click Yes to confirm this is a Year End Process.
e C(Click Yes to confirm rolling Leave Accruals.
10.| Perform Period End e Click Yes.
e This remove Pay related YTD totals from the history tab.
e The End of Month Report produced will be the transactions
for June, the last period of the financial year.
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© PCSchool

Payroll End of Year Tech Tip

At the end of this process your Payroll will be in July, the first period in the current Payroll year.
Payroll Period End Routine !EE

Perind Start Date: |06/07/2010

[ #alidate ¥TD Accruals

Period End Date: |7 Jul, 2010

[T BesetvTD Accruals

Current Period: IJuI_I,I 2010-2011

=~ Nest Period | August 2010-2011

El

Current Period Year Desc; |2EI'| 0-2011

Next Period Year Desc: [2010-2011

Delete Trangactions Priar T |3EI Jun, 2005

The Year to Date figures in Payroll Emp

[ Clear Fringe Benefit Tatals

loyee 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 .

Payroll Control Files

-]

T System 2 PapCodes| 3 Bank Control| 4 SuperProviders | 5 TaxScales| & HELP or5FSS | 7 Pap Sip Comnment |

Payroll Employee View ] el Ledger Integrated  $ Month to Date $ Year to Date
Shaff Cade: [WILLIAMS L & T ax File Number IW Gross Pay: | oo I R
Given Mames: ILW— Sumame: [WILLIAMS =y Tar | 00 [ o
Status: |T - CURRENT TEACHER =] BithDate: [18/03/1950 G ™ Payment Hold Deductons | 0 [ T
Classiication: |Teacher 513 Deparment | | I Nan Resident M| i | —
Date drtivedt [T1/0271993 4] Datele:| ] [ Group Cetizate Dane T T | T

1 PapDetail| 2 Leave 3 Histow | 4 5tdPay| 5 Super| & Barking| 7 Comments | 8 Transactions | 9 Absence | 0 Delete | et | I T 500
Last Pay [T & Nest Pay onor aiter. [02/11/2007 &) Fiinge Benefi | 000 | 000
PayTD: [ 000 EmplogesSupsrtTD: [ 000 Reportsble FBT YTD[Gross=d Up 8] [ CDEF Payments | (e [ 200

oyes Superannuation: | 0.00 [ 0.00

Ta¥TD: [ 000 Emplayer SuperTD, 000 Nen Reportable FBT 71D 000 PR — | —

MlowanossvTD: [ OO0 HoidapLoadingTD: | 000 Lost Cloarance FBT: [30/06/2004

Dedtuctions¥T0: [ 000 Teminstion Pay YTD: 000 CDERYTD 000 Eaepis 1 Pd toRollAccruals 0=

3 Clear &1 E save
[ Esit ViewEsc

Comstrain by [40 - ShowPey | Eliseveiiolesr | [l SavesClem F2 | NE Cearal rs| [P Extview ESE|_
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© PCSchool Payroll End of Year Tech Tip

Submitting Amendments

In Payroll Employee View remove the tick in Group Certificate Done.

PAYG Payment Summaries can be created and submitted from PCSchool when printing
Amendments you must tick the box;

e Check if Submitting Amendments

Payroll Payment Summary Information Preparation

Select Employee Codes Emploges Detail

Fiom: ﬁDEHSDHH Tax imDEFISDNH Tiachrg Acx: |'5d‘lndh‘m

Fieg Mame: |Schocl Name

Tacves [2011 =] Ee [ =] agnorwen: [Tizzzmaes
BMD::MFM im0 0  Te[@imzn [ Addws [SchodRosd
Fige Borwfts Ve From [18pe, 2010 [ T [MMe2m [ !
Town: [Rockhampton
Supphier Delails Code: (4700
Contact Hame: |Chiz Simpsce Poatal [Frivste Bag 1111
Fhone: [0500 502 200 [
Faec [07 43 33 3015 Towa: [Fockhampion
Emat |schociGozemsd com.au Code: [4700
Suppher N [11222333444 State: LD ]
FeRellc | County, [fusnaba =
futhedised Paescr: [Chiis Simpson BiarchMo: [ 001
¥ Check i Submitling Amendments Process oo P Cortficats |
Dufput destinafion Export Fie Setings P
 Prink to Window 5 Export Io Fis Fio Name: |C\Documerts and SettingsiChash | " Dificisl Copies = Froof Copy
" PrnttoPrcter  Exportto Mad File Type: [FOF fie =l I fetosd  [F Eaview |
Doc Man. [Staff -l
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