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How do I take a backup? And how often should I backup?
To take a backup select Company Edits -> Backup   
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Select your Destination Path and click ok.  Then click Backup 
We recommend that you should backup after each payroll processed. 

I have an employee moving from my weekly payroll to my monthly payroll what should I do? 
Before you begin, it is import that only one set of cumulative value exist for the employee.  There a 2 steps that must be followed.
Step 1. 

Open the monthly payroll. Select Company Edits -> Import Employee 
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Select the Payroll you wish to import from.  A list of employees belonging to that payroll will be displayed.  Check the Import box for the employee you wish to import.  You may also give this employee a new payroll code if required.  
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Step 2. 

Access the weekly payroll and from the employee record remove all cumulative values from the cumulative tab. A finish period and date should be entered for this employee.  
Notes: Moving Employees.

Weekly Payroll - Values are removed from the next periods Payroll Summary.

The P30/CC124 vales are not cleared.

Monthly Payroll  - Next payroll run values are updated to the Payroll Summary. CC124 values are not updated. 

A consolidated P30/CC124 displays the correct return values.   

No costing information is moved from weekly to monthly.  
An employee is leaving this week what should I do?
When processing the payroll within the Timesheet Entry Screen, terminate the employee.  
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Check the Terminate TP and enter the leaving Date.  The P45 details may now be printed from the reports menu.  The option to create a file to upload to ROS is also available.  

What are profiles?
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Profiles 
The Profile option within the payroll allows you to define different payments and deductions for different groups of employees.   By default all payments and deductions are displayed for employees.  If you create a Profile and allocate that profile to an employee only the payments and deductions selected within that profile will be displayed.  If you wish to create a profile select Company Edits -> Profiles
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Enter a Profile code this code can be alpha numeric and up to a Max of 4 digits.  Enter a description of the profile and check the Payments and Deductions you wish to be displayed in this profile.   Press Save to create your profile. 
You should now access the employee file and allocate this Profile to the relevant employees. 
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From the Task Bar select Employee ->

I need to look at a payslip from a previous period what should I do?
Payslip History 
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Within Timesheets click the Payslip button to display payslip history.
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Use the arrow keys to display the available payslips. 

Select the required payslip 
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If you wish to print from this screen right click Quantum icon 
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Note:

Historical payslips may also be printed from the Reports option. 

I need to print reports from last year for our auditors what should I do?
Historical Reporting
The payroll system allows for reports to be printed from any pay period.   If you require reports from a previous year at the Login Company screen select the year you require.   From the Task Bar -> select Reports 
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Click the Report you wish to print  
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From the Pay Period Information dropdown box select the period you require.  Press the Print button to print. 

I have a weekly and a monthly company can I produce consolidated reports? 

The Consolidation routine within the payroll allows for 2 or more companies information to be combined for reporting purposes.   The consolidated reports that can be produced are:

· P30

· CC124

· P35 

· P60

· Summary Cost Analysis

· Departmental Cost Analysis

· Nominal Journal 

As payrolls may have different frequencies consolidation reports are only reliable when period are aligned.  If is important to ensure that Calendar Cost Years and Cost Periods correspond between companies.  It is also important to ensure that Departments, Cost and Nominal codes are consistent between companies.  
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A Costing Consolidation code that is common to all companies to be consolidated must be entered within the company details. From the Task Bar select Company Edits ->Company -> Global Setting Tab

[image: image27.png]ROS Retuns

Cess




Companies with the same Tax Registration code are automatically consolidated for Revenue Reports.  Consolidated reports are available within Reports -> Advance Tab 
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How do I print a P45 for a leaver?
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If the employee is leaving in the current week you should check the Terminate box within the Timesheet option and enter a leaving date.  Once you have completed your End of Period Routine the P35 will be available to print.  
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If the employee has left in a previous week and you did not terminate them within the timesheet you may mark them as left and print the P45 from the Employee file.  


P45’s are also available to upload to ROS.  To select this option go to Report Central and select the ROS Return Create button.  

I want to pay my employees by PayPath what do I do?  

Before you begin processing payroll details through the bank you must contact the bank to get a Volume Serial number and an Owner Identity.  The bank may also request a test file before you go live with the Paypath system. 
To setup the Paypath option, from the Company Edits screen select Company

Enter the relevant company details and click the ok button.     
Within the Employee details you must now setup each employee’s bank details.  Each employee’s Pay Method should be set to Paypath.  Once you have setup this detail you may now process your payroll in the normal way.  To create your paypath file with Reports Central click the Electronic Money Transfer Create button and follow the on screen instructions.  

I want to restore from my backup what should I do?

If you wish to restore from your backup, select Company Edits -> and click the Restore icon.  
Click the ellipses button to locate your backup file.  Your backup information will be displayed.  You should confirm that this detail is correct.  Then click the restore button. Your backup will then be restored.  
What is a Bonus run?

A bonus run allows you to process an additional run for the same period.  For example if you wish to run your normal week and print your normal payslip, then do a second run for the same period with a payslip just displaying Bonus on it you may do so by setting the Bonus option on.  You should note that Tax and PRSI are charged at the highest rates.  
I have made changes to the Employee file but they are not coming through to the payslip?

If you have entered and saved your timesheets, and then made master file changes to the employee record, these changes will not come through to the timesheet.  You should delete the timesheet and then call it back and re-enter your period data. 
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