© PCSchool Payroll End of Year

PCéChOOB End of Year Payroll

simply better . Australia Only

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

End of Year - Payroll

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.

Backup

Back up Payroll Module Continuing with the Roll Over

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

Path: PCSchool -->FWUmialnictei es - Backup

Finance - PCSchool [H DRIVE PLAY 1] User: PCSCHOOL
HotKeys Crediors Genledger Payroll System [l [
M4 4P P Q ¥ H X

System File Maintenance
Work Area Maintenance
Data ImportExport

Make a backup of Payroll files.
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Backup Data Files View

Payroll End of Year

Leave the Filter default By Module.

| Mumber I File Mame [ Uzer Mame [ Femarks | ‘l

o & LEDGREP  Ledger Report Holding File

M 92 GST GST

=8 I3 PAYEMP P& :Paprod Emploves File

=1 Ima PAYTREMS  PA Payol Transaction Fie Sebect Al ]

=1 =1u:-' PAYSYS P :Payrol System File

o fos PAYTYFE  PA Pawol Type Fie

g 0103 PAYSTD  PA Payrol Standard Pay Fik Deselectal |

=4 B0 PAYTEMP  PA Payrol Preparation File

=] II” TAXSCALE P& Pawold Tax Scale Fiafresh List |

& Bz HECSCALE  PA Pawcl HECS & SFS5 Scales

=1 LE SUPER P4, :Payrol Super Contral

=1 i EMPSUPER P& Employes Super Load Fie Selection |
_H__EHE PAYBANE  PA Papol Bank Control -
A IE EMPBANK I .

[_l | k] LALLM el M &5l Fie Save File Selection |

o 4 CRDTRANS  Creditor Transactons

o 12 CRDORDER  Creditor Quder Header Fie

o 12 CRDORDET  Order ltem Fie Backup Data

o 12 POSSTOCK  Stock Mastes File

Q 15 STOCKSUP  Stock Suppher File A rau

o 1% STOCTRAN  Stock Transaction File # By Module

o 17 CRDAUTO  Creditor Autopay File

O 128 PAYFILE  Payment Hold File € AlFiles

o 1@ PAYDIL Payment Hold Dietad File _

o 13 ASSET AS: Aszet File = F e=

Tick Files 105 to 116.

Click Backup Data.

I

Wait while it creates the Backup.

Save the Backed up Data file

Email Tex |

B Backup Selected data files

Destinatior: |C:\PROGRAM FILES\PCSCHOOLTEST\Backup

Filename: |Debtors Eoft’ Backup 2

|0-11-2009-Time-15-35-25

Comments: [Backup created 10/11/2008 for Kate's Colege User PCS

Last Backup: [4 Nov. 2009

Daws to Mest Backug: |0

EJEmsiBackup |

[T Erase previous backup files?

Cieate Backup

To complete the Backup follow the steps below;

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

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

1 | A Zip file will be created holding all necessary .tmp files.
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Employee has left

Path: PayrollY Payr ol | Empl oyee View

Ent eDbatedeftt f or epldyeepwehs Have deft within the current payroll financial year. This
date will overwrite the default'Ta x Per i od T on thza PagndentfSunemad,.

[
Staff Code: |MDNTYT J T ax File Mumber; |1'I11‘I11‘I1
Given Mames; |Tania SR |h-1.:.nt_|,| J
Status: |T - CURRENT TEACHER [SECONDA | Bitth Date: |04/05/1980 | ™ Paymert Hold
Clagzification: | Cepartment; |Teaching Staff j [ Man Resident
Date Arived: W Diate Left: |U?a’|:|5-"2|:|1 7 J [ Group Cerificate Done

PAY G Payment Summary - Individual Non Business

Payee's Proof Copy
Payment Summary for year ending 30 June 2017

Period during which payments were made: 1/07/2016 To 7/06/2017
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Fringe Benefits

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 HEIE

Stalf Code: [WILLIAMS L [oy Tan File Number: [131214151
Given Names: |Lyn Surname: [WLLIAMS =
Status: |T - CURRENT TEACHER ~|  Bith Date: [18/03/1960 & PaymentHold
Classification: |Teacher S 13 Department: | =] I NonResident
D ate Amived: m Date Left:l ﬂ [ Group Certificate Done

ey

Pay Detail] 2 Leave 3 History l 4 Sid F'a_l,l] 5 Super] =] Banking] 7 Commentsl =] Transactions] 9 .&bsence] o Delete]
Last Pay: (1841042007 L Mewt Pap on or After; 0241172007 1)
Payv'TD: ’W Emplovee Super v'TD: ,7000 Feportable FET %'TD Grossed Up $): ’7000
Taxv'TD: ’w Employer Super v TD: ’w Mon Reportable FET YTD: ’7000

Allowances yTD: 0.00 Holiday Loading v TD: 0.00 Last Clearance FET: |30/06/2004
Deductions ¥TD: 4455.68 Termination Pay YTD: 0.00 CDEF%TD: 0.00
Conatrain by: | Al - Show Pay | [H5aveMa Clear | B save/Clear Fz | BE Clearsll  Fs | D“ Exit Wiews  Esc

Use the information below to enter the correct information;

1 | Reportable FBT | Enter the grossed up FBT figure.
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End of Year Procedure

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

Step 11 Check Payroll Control Files

Check the Pay Codes are pointing to the correct location on the Pay Summary.
Path: System Y Payroll Control Files Y Pay Codes

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 “ L o ¢ a tn iPaynSunonary
(Group Certificate)”
1 If any have been setup incorrectly, simply change to the correct location, this will update the
transactions to the correct field.

Payroll Control Files !.H I
1 Swpstem || 2 PayCodes 3 Bank Controll 4 Super F'ro\-'idersl S Taw Scalesl 6 HELP 0rSFSS| 7 PaySlp Comment|
FPay Code Description ‘Year ko Date
| 14 | Teachers Mormal Pay al 1084740 53
Tupe
|P - GROSS Pay |
Default Pap 'Weight Location on Pay Summary:
1.00 [1-GROSS PAY |

Criteria l Pay Table | Accal Table | 0 Doss not apne.ar

10 - Child Suppart

2 - dillowances [Claimable)
3 - Union Fees

4 - Lump Sum &
5 - Lump Sum B
5

7

g

v Haolidays accue

v Sick Leave acciues
v RDO's accrue

.
o
L g

-'workplace Deductible Giving
- Lump Sum D

= . .
v Uszed in Superannuation Calc Lo Sum E -

I Stare Dates againzt type I EAarming Levy £Xempr
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Step 21 Check Leave Accruals

Payroll End of Year

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

Path: System Y Payroll

Control

Files Y System

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;
1 Rolling into July = Period 1 in Payroll
1 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.

Payroll Control Files

I 1 Spstern 2 Pap Codes| 3 Bank Eontrol| 4 Super F'roviders| S Tax Scalesl & HELP DISFSS| 7 Pay Slip Eomment|

Giroup |0 or ABN; 1234567840
Holiday Loading %: ’71?5
kax Tax Ex Holiday Loading $: ’W
Last Pay Date: W
Last Period End D ate: W
FBT Clearance Drate: W
Default GL Account: ’W
Default Super Fate: ’7900
Super Threshald: ’W
T ax Liability Ledger Account: ’W
Super Liability Ledger Account: ’m

Last Day of Payral vear: 30—

Last Manth of Payrall Year: 08—

v iLedger Integrated $ Month to Date

$ Year to Date

Gross Pay: | 0.00 [ 36251.68

Tax: | 0.00 | 12025.00

Deductions: | 0.00 [ 5817.20

Allowances: | 0.00 [ 2666

Holiday Loading: | 0.00 | 0.00
Termination Payments: | 0.00 | 0.00
Fringe Benefit | 0.00 | 14598

CODEF Payments | 0.00 [ 0.00
Emplopes Superannuation: | 0.00 | 0.00
Employer Contrib Super: | 0.00 | 3590.04

Current Period: 12

Pd. to Rall Accruals: 7 A;I

8 Clear 2

| EH save |

G‘ E it ViewEsc
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Step 31 Check PAYG Summaries

Print a Proof Copy of the Payment Su

Path: Payro | |

Y Payroll

mmaries

Pay men

Payroll End of Year

t Summary (Group

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 electron

ic 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 \il [=] \él
Select Employes Codes Employer Detail
1 Fram; To Trading &z |Chri$tine'$ College
- FReg Mame: |Kate'$ Callege
TaxYear |2017 - Entity: Al A ABM o WEN: |92 110108100
Select Date . _ 9 _ P |.f1‘n.n_|.there =
Tax Period Fram: |1 Jul. 2018 = Tar |30Jun, 2017
Iringe Benefits ‘rear From: |1 &pr. 2016 Tar |31 Mar, 2017 |
T awr: |Everywhere 4
Supplier Details Code: |1 m
Contact M arme: |[Name] Fostal: |F'D Box 1121
Phane: |02 6483 1234 3 |
Fax |02 E430 2456 d Towr; [Everywhere
Email: |info@snmehwere.nsw.edu.au ' Cade: |-|-|-|-|
upplier ABM No: |123 456 789 State: |M5w ]
File Ref. Hao: |'l Country: |."-".ustlalia J
1thorised Persan; |[Name] Rreanch b | nrm
[ Check if Subrmitting Armendments T Process or Print Certificate p ‘
T Output destination Printer Paper Option—{ 6 .
_15 % PFrint to Window © Export to File |EMF‘Du|:ue. J i Official Copies & P
" Print to Printer " Expart ta kai |Ta:-: Diept Electronic Farmat J [ TestData [}’ Exit Wiew
|Dnn't TAVE J

Version 20170607
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© PCSchool

Payroll End of Year

Process to print proof copies of Payment Summaries:

1.

Select Employee
Codes

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

Select Date

Tax Period;

1 Will default to the correct date range or can edit if necessary.
Fringe Benefit;

1 Will default to the correct date range or can edit if necessary.

Supplier Details

Contact Name;
1 Enteryour s €bntactPérson detail for the ATO.
Supplier Number
91 Enter the ABN Number
Fax/Phone/Email;
1 These details will default from the System File, but can be
edited if necessary.

Employer Detail

Check all the details are correct;

1 These details will default from the System File, but can be
edited if necessary.

Output
Destination

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

1 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;

1 Create a file for uploading to the ATO ECI interface.
Export to Mail;

1 Not applicable in this view.

Proof Copy

Select Proof Copy for checking.

Process or Print
Certificate

Click to print the Proof Copy.

Gross payments

CDEP payments

Reportable fringe benefits amou
T Year 1/04/16 to 31/03/17

Beportable Employer
Superannuation Contributions

Total Allowances

Allowances:

Deductions:

Workplace Giving DGR(z):

"Planned Giving"

Foreign Employment Income

PAY G Payment Summary - Individual Non Business

Period during which payments were made: 1/07/2016 To 30/06/2017

Payee's tax file number: 111111111 ‘IOIA_L TAX WITHHELD $ | 1,120 | ‘

Payee's Proof Copy
Payment Summary for year ending 30 June 2017

Lump sum payments
sfeo2s ] as o []
sl 1] Bs o ]

. O ps [0 ]
s[s39. ] s b ]
sl 1]

$200

Purchase of Annuity

Version 20170607
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© PCSchool Payroll End of Year
Step 41 Print Validation Report

Path: P a y r oRayroll Yransaction Reports in Employee Order

Run a Payroll Validation Report.

Payroll Transaction Report launch in Employee Order

From Employes: | EB J Type of Transaction
¥ ToLast Employee Code on: | — J " Papol EI
From Pay/Super Code: | =1 0..]| " Superannuation
(* Both [ValidatonR
To Pay/Super Code: | = 339393 _| iakli ops]
Date From: |1Jul 20 Report detad
Date To: [30Jun. 26 El ]| (" Show detail [5]
(% Ehow surmmany
Department Selection: |4l -
Superannuation Provider: |4l |
Report Style: | Payroll Validation Fepot -]

Feport Alisz: [PATYVAL RPT

Print Ophion
(= Prirt Al (" Al Except Exclude
(" EMail Only T Mot EMail

(N

Qutput destination |

Led Lt e

= Pt to'window  Ewport to File ) |

" Piirtto Printer " Export to Ml . _ ¥ £t View

1. | Leave blank for All Employees.
2. | Leave the defaults 0 to 999999.
3. | Select the Payroll year from and to.
4. | Make sure you have the default of Both.
5. | Select to print a Summary.
6. | Select Payroll Validation Report.
7. | Click Print, you will need to print a hard copy for checking.
Payroll Validation Report
1/07/2016 to  30/06/2017 Pay Allowances|D eductions| Loading | GROSS Tax Allow. Peduction{ Net Employer Employee
Before | Before Pay PAVE HECS CSupp | After | After Pay _m,f'mrhp\_.al . g"g;;eew
COLLEGE i
1233 C4A 7714.00 (785.68 6928.32 (1120.00) | (380.00; 5428.32 694.34 ) 15428 38568 180.00
655 CA 851200 (85120 T660.80 (2152, DD)E £508.80 T66.08 851.20
656 CG 15538.40 (800.00) 14738.40 (3880.00) : 10858.40 | 1437.28: 800.00
557 DA 7402.04 7402.04|  (1280.00); : 6122.04|  666.16 ] :
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Step 51 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:
1 If 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

FPenod dunng which payments were made: DOT/2000 To 305067241

Payes's tax file number 3000003 TOTAL TAX WITHHELD § (1,230 |
Lump sus payments
O pacts s[5 ) PON Co—
COE? e [0 ) T —
Fepartahle fi hienafit 1
FET vew 10400 & 300301 [0 | ps [0 ]
Repormble Employer
Supemnrmaton Contrbubons ¥ | 124 | E$ I:l
Total Allovances H ||] |
Allowances
Fayroll Validation B . . . .
- bkl = adon Rep Superannuation Contribution is —
LT = e Pay B | Dadwitsss | Loslleg | CROSS . Eplayan
Bebirs | Bees Pay paTE Salary Sacrifice of 74.52 + e
.u ANBERIEN R [ mli- Chha lil- [ ?"'I.ll- r‘:lﬂé EmplD':,-'Er’ VDIuntarl:lll aml:lunt Df SI:I LI R
Wi T8 BB “wji =124.52
Sk By e T H HEE ‘:
By ¥ Pk vy R e H e
WELT] IF 3 FUMETEEN mwy
HMESN| 351 FUMITRE : LEETN o
HELY] B 1 SUETEDR H H T
o |Tax iz the Total Tax
HEL] BE 3 SUETER H ]
wasl 1120 Grozs Pay e f | 947+ 288 + 1230 e
e N | 3331.50 o T
[EPTT Y i repp ——. [2F [LF T
Total L [{RTT LS| Y HELM mul“:‘fm: [ ph bei T T T] 1L

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

Tax against Total Tax Withheld
Gross Pay against Gross payments
Allowances, these are any Claimable Allowances and may need further checking.

Superannuation Contributions against your Salary Sacrificed and Employers
Voluntary Payments.

=a =4 =4 -4
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Step 61 Check Tax

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

Compare and validate against the following reports:
1 Check your General Ledger Group Tax Clearing Account for the total tax $ remitted and to be
remitted to the ATO for the Payroll year
1 Check against the total tax $ on your Financial Year Payroll Validation Report

Path: General LedgeontLisingTr ansact.i
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
Petiod Selection Crtetia
Enfity Code: |COLLEGE -
= | J " Single Period Only
. ; T Up To and Including Peniod
Period for Report: | June 20 -
| E :l * Range From a Peniod Up To and Including Penod
Range From Pesiod: | July 2000 |
FromAccount | 4061 .|  |Group Tax Clearing Account ]
4
™ ToLastAccountor | 4081 Ginowp T ax Cleanng Account
Fiom Sub Account: | 0..| I™ By Project within range
Progact by wikd Casd:
ToSub Account: | 0] [
Repost Stylec |Lsd~;|u Tramzaction Listng I 5 I j
Fleport Alias: |LEDTRANS RPT
Dlustpas destnabion
& Piint loWindow ( Expert 1o Fie |LedgAlep pdf -
" PrinttoPrnter  © Expest to Mail | J
= Cancel

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.

e e

Click Run report.

Version 20170607 12/19
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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 Scheel Name
Daie Printed: 7072010 Up in & Inchuding June 30
m Dex Refl Degeripdon Beich P Type Durlir Cradie Belemes [ |
Aseaiind: 4061 0 Growp Tax Clearing Account CET W2 Chrarifeadon L Sasr C
oFal 25 el Craeidaird i 1 P 56100 5,550 00
Dbt Creditr: S562.00 Cloging Balance  § 5.562.00
= = =l

This muit match the Total of Tax in the Payroll valildation Report.

Payroll Validation Report
1 = Al Pay A i |Dadurthen | Leadlng | CROSE Tax Al anes | Dilmsrans Mot Emplorm | Foplisos
Bakars B Pay PATE HECE  © Sapp Afiss Afies Pay J-::w ,1:"3':“:
[ T L] LIS LI Ml.ﬂli = 2 ) L] o B, BELE
aF Esilon THLM L Lt ] (2] TELe TLEE
ild FE¥ iRk (LA R b L BEILER I].l:l..li 1244 (L1 NE] 171 L
B EEEAE B LR o LleE ) 3 LS LA
W EEANE P L. 1 LN liFLs (L35
BRLS B ERALE R FENLEA LT FRILER [ERTT T TP T LR ATRFE
BEH iawEIEE L hinh. M IELN I:HI.IE 1y T ¥iEm
' JENCLICL R w11 BEMLLY AFLG RILE | 114297 171 ead
i mEEAEE lapay BF o HE] ITRa
BRIl v EE AR L] MESH : -
M IRt Y (ko ¥ ] (1] [L2 W] |“E H () (L8] (B - ]
BB FESSEAT R e s1108 T L s
N LLT LR IR 44 1ML & ] Tl:ltal |:|f a" Tax 1T [=LE r)
wE FiE R (L] ERELT e 4515 + Tdd = 5562 8L 1TeE
L TR LIES ELTS ili
- amaviE A A2 - _7 AT
Fi} LETITITRY LM L. I}I.II f R Az
Totak T | e WL | I ] el | | Seu
| =
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Step 71 Optional Check

Path: P a y r oRayroll Yransaction 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

From Emglopee: | =l ~Type of Traneaction
v ToLast Employes Code or. I J " Payroll
Fiom Pay/Super Code: | 0..] |° Superannustion
To Pay/Supes Code: | 39393 | @ Bath Valdstonfess)
Date From: [1Jul. 201 ——
Date To: |31Jul, 20 " Show detail
Department Selection: Al -
Superannuation Provider. |4l -
Report Style: | PayrollValidation Report -

Report Alias: |PAYVALRPT

Version 20170607 14/19
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Step 81 Print Payment Summaries

Path: Payroll Y Payrol]l

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

Summaries.

Payroll Payment Summary Information Preparation | I!-r.

Finge Benefits Vem From: [1400, 2000 [0  To [MMa2 [0

Supplier Detadls
Contact Mame: [Chiz Sirpsen o
Phone: [0500 502 200
we |07 43393315

[T
—

Payment

Select Employee Codes
From: | = Te| ]| TradngAs: [Schod Name
Fieg Hasne: [School Name
L) e =] ey fa =] BN owPN: [M1222353448 =
Select Date
- R
T Pesiod Frome [1.Jul 20 B Te [Binx | Address: [School Road

Tt rﬁuclnihdm:um
Code: [1700
Pastat [Privale Bag 1111

Towrc |Rockhameton

Payroll End of Year

Summary (Grp

Employer Delad

[

Emad |whmi@ummmy" Code: [4700 B

Supphsr Moo [11222333444 Slate: |OLD El
FlReibo T County: [Rustisha |5

Buthorized Pason: [Chis Simgsen BranchMec [ 001
™ Check ¥ Submiting Amendmaets [4] Frocess o Pr Certicate e |
Dutpis destination Izl Prrts Ppes O

= Print bo Wirdow ( Expont o Fis [EMPDupe. = i+ [Officisi Copred 1 Froof Copy

" FrnttoPrinter  © Esport lo Mad | = [ TestData [F Estiview |
I E]

Check the details are correct;

Cert/

1 Check the details are correct;

' 1 Enter a Contact name and a Supplier Number.
2. | You can select Print to Window or Printer.
3. | Make sure you have the option Official Copy selected.
4. | Click Process or Print Certificate.

Version 20170607
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Step 971 Create ATO File

Path: Payroll Y Payrol]l Payment Summary (Grp Cert

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 - <|
Select Emplopes Codes Employer Detail ’
o [ ] Te| ]| Tradeghs [SchoolNane
. g Hame: |School Hame
Tax¥ear [2000 =] Enie [A1 %]  ABN owPN [11zzzaEees
R - [ i
Fige Benebs Ve Fion 17208 [ To [0 200 0 |
Towr: |Riockhampton
Supplier Details Code: [4700
Contact Mame: |Cheis Simpson -.—'—'—'_.‘ m Postat [Privabe Bag 1111
Phone: [0500 502 200 [
Fac [07 43383015 / Towr: |[Feckhamplon
Emat |schooiEozemal .;.:mm/' Code: [4700
Suppber Moo [11Z22333444 F State: QLD =
FasRed Mo [T Couniry: [Austraia =
Authorised Pesson [Cheet Smpeon BranchMa: [ 001
™ Check i Subriting Amendirarts [5] Frocess o Purt Cotiicate |
Ouiput destinstion Export Fils Seifings i P
™ Print bo'Window ©* Expaoit to File [ et s D sk bopE M P Chupes I & [Oificial Copies  © Froof Copy
™ PrinttoPrider " Expost ta Mad File Type: | Taox Diept Electroric Foumat = [ TestData [ ExtView
Do, Man |Elnn'| Tave j
1 Check the details are correct;

I 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. 1 File Name; Click the Browse button and Save the file where you will be able to find it.
I Leave the Default File Type.

Select Official Copies.

als

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.
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Step 101 End of Year Rollover

Path: Payrol | Y Payroll End of Month

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.

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.

[ Walidate ¥ TD Accruals

Period Start Date: |31/05/2017

[ %alidate ¥ TD Pay Details

Period End D ate: |3E| Jun, 2017

1 r

Curment Period: |June ZME-2017 2

J Mext Period |Ju|_l,l 2me2017 4 j

Current Penod Year Desc: |2EI'| B-2017

Nest Period Year Desc: [2017-2018 5

[ elete Transactions Prior To: |3EI Jun, 2012

Repart Selection

3 6

[ Clear Fringe Benefit Totals

Repart detail

i 7 Aeport Style: |F'a_l,lru:u|| End of Month Report

Report Alias: |PAYEOM.RPT

Cutput destination
.B < Print to *Window © Export to File

" Print to Frinter ¢ Export to Mail

9 Is this a Year End Precess {* Show detail g

" Show summary

Yes

Estlst.uac 10
|Wu:un:| for Windows J Perform Pd End |
e F  Enitview |

I\

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.

Delete Transactions
Prior To

Defaults to 5 years prior which complies with ATO
Regulations;
1 This field can be edited if you wish to keep earlier
transactions on the system.
1 Transactions up to this date will be deleted.

4. | Next Period

Will default to July of the current Payroll year.

Next Period Year
Desc

Type in the following Payroll year.

Clear Fringe Benefit

Clear Fringe Benefit Totals these can be cleared now or at a
following monthly rollover.

Totals 1 If 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.

10.| Perform Period End

Click to roll your payroll;
 Click Yes to confirm this is a Year End Process.
1 Click Yes to confirm rolling Leave Accruals.
i Click Yes.
1 This remove Pay related YTD totals from the history tab.
1 The End of Month Report produced will be the transactions
for June, the last period of the financial year.
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[ “alidate ¥ TD Accruals
[ “alidate ¥ TD Pay Detailz
[

Current Period: |July 20172018 =] Mext Perind |August 2017-2018 -
Current Period Year Desc: 1201 72018 Mewt Period ear Desc: |2|:|'|?-2|:|15

Period Start Date: [30/06/2017

Period End Drate:

[elete Tranzactions Prior To: |3D Jun, 2012 [ Clear Fringe Benefit Totals
At the end of this process your Payroll will be in July, the first period in the current Payroll year.

The Year to Date figures in 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.

5 Payroll Employee View oo =] [ [=]l= =]
T System 2 PapCodes| 3 Bark Conrol| ¢ SuperProviders | 5 TasSeales | 6 HELP 015735 | 7 PapSip Comment
Staff Code: [CHPELLGJ Bl T File Mumber: [111111717 ystem i | | Z | | vale |
Giiven Names: [Gerald Sumane: [Capell =
GroupID or ABM: [123 456,763 ¥ Ledger Inegicted  $ Month to Dat Year to Dats
Status: [T - CURRENT TEACHER (SECONDA <] Binh Date: [11/0241572 I Payment Hold i cdosrliegted 3 Month to Date 3 Year to Date
Classifcation: [ 8 FTE & Casual Depatment | =] ™ Non Resident Holiday Loading 7 75 Gross Pay, 0.00 (L)
Dete dnivedt 2870172001 Date Lt ™ Group Certficate Dane Mas Ta Ex Holiday Loacing 3 200 Tax [ 0
S— LastPay Date: [13/01/2017 Deduetians: 000 000
1 PayDetai| 2 Leave [ 3 FSiay] ¢ StdPay| 5 Super| & Barking| 7 Comments| & Dated Comments | @ Transactions| 0 Absence| 1 Delete
Last Perod End Date: [30/06/2017 Mowences: [ 000 [ ww
LastPay: [13/01/2017 Net Pay on or After: [27/0172017 FOT Closnce Dot [ R = =
Pay YT | 000 Employes SupervTD: | 000 Zeportable FBT YTD(Grossed Up 3] 0.00 Default GL Account: 4060 Termination Payments: 000 0.00
Defaudt Super Fal 900 000 THE0
TanvTD: | 000 Emplayer Super YTD: | 000 Nan Repartable FET YTD: 0o CERRCEIE iR
Super Threshald: 00 COEP Payments | 000 [
000 000
Alowancss YTD: | Holiday Loading*rTD: | Last Clearance FBT: T Lty Ligon Aoount 5] Enplopee Supmanmusion: = T
Deductions YTD: | 000 Termination PayYTD: | 000 COEPYTD: 000 Super Libilty Ledger Accourt 4052 Employer Contib Super 000 000

Last Day of Payroll Year: 0=

Last Month of Paproll Year 05— Current Periad: 1 Pd toRol Accuals 7=

&7 Set Pay Cyeles N Clear Al H sae
[P Exitiew

— - S — _
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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;

1 Check if Submitting Amendments

S Payroll Payment Surmmary Information Preparation EI [=] @
Select Emploves Codes Employer Detail
Fram: |C& J Ta lm Trading ds: |Ehlistine's College
Fieg Hame: |Kate'$ College
Taxvear |201) - Entity: &l A SBM or WPN: |92‘|‘||j1[|a1|:||j
Select Date
Tax Period From: Tor Addiess: |AnyWhE[E Sireet
Fringe Benefitz Year From: |1 &pr, 207 To |31 Mar, 20017 |
Town: |Ever_l,lwhere
Supplier Details Code: |11-|-|
Contact Mame: |[Name] Postal: |F'|:| Box 1121
Phone: |02 6485 1234 |
Faw |02 5490 2456 Town: |Everpuhere
Email: |inf0@sumehwete.nsw.edu.au Code: |11‘|‘|
Supplier ABN Mo |123 45E 783 State: |NSW’ J
File Ref. Mo |1 Country: |.~'-\u&tra|ia J
Autharised Person; |[Name] Branch Mo ’7001
¥ Check if Submitting Amendments " Process o Prict Certificate P ‘
Dutput destination Frinter Paper Option Fra
{* Print ta‘Window © Expart ta Fils [EMFDupe. I.] f* Official Copies (" Proof EUIJE
" Print to Printer ¢ Export to Mail |T-EIH Dept Electionic Format J [~ TestData G‘ Exit View
|Don't FAVE J
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