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Enterprise Partner

To Be Process Definition

Document Type : “To Be” Documentation

Process : Timesheet Entry, Validation and Post to Payroll

Note: This process requires system configuration to be done by your
MYOB Business Partner BEFORE being used.

Do not attempt to use this process until your Business Partner has
confirmed that your system and data are ready.

Document Control

Version No. : Version Date : Author Comments
Version 1.0 13/08/2009 Alistair Emery 1% draft for review
1.1. Process Overview

This document describes the process for entering Timesheets into MYOB EXO Job Costing, validating the
entries, and updating Payroll

a) Enter Timesheets into MYOB EXO Job Costing using Direct Time Entry

b) Run Timesheet Validation Report and check entered times have correct Hours, PayRate Multiplier, Wage
Code etc

c) Check that dates for entered Timesheets match Payroll Current Pay Dates
d) Create Current Pay in MYOB EXO Payroll

e) Backup Payroll

f)  Run ‘Post to Payroll’ utility in Job Costing

g) Run Import Time Transactions in Payroll

1.1.1 Financial Transactions

No financial transactions are generated by this process
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1.2. Process Diagram — Timesheet Entry
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Page 2

Continue with Billing
Process in EXO Job
Costing

09/02/2010




My

business consulting

1.3. Detailed Work instruction
Enter Timesheets (Direct Time Entry)

Direct Material Entry — PlanMiaintzin Jobs — Batch Print Inwoices Maintain Deltors

! Mairtain Creclitars
Direct Time Entry -4

Waintain Contacts

Purchase Orders e=

Maint ain Stock

Mairtain Serviceshle Unit=

Enter Timesheet Data

bCude il ALl S Mame Cule Dilatls Slarl Dale EndDale Huurs Payrul Hours Cusl Tulal Cusl Rale Tulal Pay Rale M., T [Ty RIS =y ——
(Q3626M  |COLUNSYILLE BOCMRE 1041, ThiessPryLtd  Bradey Justi ., LABOLUR Labour Hire 18.08.2009 18.08.2009 6,00 600 SS000  S0000 12000 4720.00 Crdnary 1 -
CO335M-2 EDOWNEREDI 975, Downer EDIMIN - FRASER, AR, TR-ASSIST-0S  Trades Assistant 0., 13.08.2009 13.08.2009 9,00 900 SO0 fM000 000 4630.00 Crdnary 1 [w
((13555M-2 | DOWMER ECT 975, Downer EDUMIN - VAN DER BERG, . TR-A3SIST-05  Trades Assistant 0., 13,08,2009 13.08.2009 8,00 800 MO0 3000 7000 4560.00 Thne &HaF 1 v
((73555M-2 | DOWMER ECT 975, Downer EDIMIN - TIMOTHY GOLL,, TR-ASSIST08  Trades Assistant 0., 13,08.2009 13.08.2008 6,50 650 WR00 R9S0 67000 445500 Crdnary 1 r
CQImISH-2  DOWMER ECT 975, Dusien EDIMi - WALKER, KAT... LAGCUR Labuur Hre 13.08,200% 13.08.2009 & .00 800 #3500 H2E0.00  SL20.00 0 496000 15% = [

Check that the following as you enter:-
e Code, Cost and Rate are correct (these come from the Item code in EXO)
Payroll Hours = Hours (Hours are charged to the Job. Payroll Hours are used by Payroll.)
Pay Rate Multiplier is selected (Used by Payroll to determine Ordinary, Overtime etc)
Wage Code is correct (In EXO Payroll, Employees can have multiple Hourly Rates. Wage code (1,2,3,4 etc) determines the Hourly Rate)
Ready for Payroll (This can be ticked during data entry, or reviewed & ticked later in individual Jobs)
Cost Centre (Wages can be coded to multiple cost centres in Payroll for reporting and GL Posting)
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Run Timesheet Validation Report
E MY0B EX0O Job Costing

Filz  Account  Transactions

-

L

Tasgk Scheduler

Reports | Lklities Setup Help

Clarity Report Desigrer
Clarity Report Brovaser

Skaff Timesheets

Jobs

(_ Staff Payroll Timeshests

Job Aanalysis
Job Skakus

Select Date Range and click ‘Preview’ button
Clarity Report Parameters

File Help

= ==
For Staff Preview
From Cake:
To Dake;

Far Skaff:

_|I_

|11.08, 2009

x|+

|13.08. 2009

| ¥

O
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Custnmer Payroll Trane Date Wage Payrall
Huuis Type llours
Staff Name :
CEFRANM WAST BOOM REPAIRS Rolleston Coal Pty Ltd NIFSFI -FIT-NS 1 Site B.00 12.08.2009 Cres Fittar SR B.00
! .00
Yegs Fither 5R 600
COAARMN MAST BOOM REPAIRS Rolleston Coal Pty Ltd MIFSFI -FIT-MS 1 Site 2.00 11.08.2000 Doubla Tima 2.00
! .00
Cowbie Tirme 200
CE3a30mM MAST BOOK REFAIRS Rolleston Coal Fiy Ltd DIESEL-FIT-DS 1 Site TAan 11.08.2009 ardinary T.a0
Co3555Mm-2 DowWHER EDI Cravernier ECI Mining PIL - Morwich Park TR-ASSIST-DS 1 Sie KH.50 13.08.2009 Crdinary B.50
i T4.00
SR fo.000

Check that Correct Wage Codes, Payroll Hours, Payrate Multiplier and Payroll Hours are entered
Where incorrect go to the Job in EXO Job Costing and correct the entry

Run ‘Post TimeSheets to Payroll Utility’
[EE) MYOB EXO Job Costing

File Account Transackions Reports | Utilikies | Setup Help
Posk Timeshests to Payvrol

. Batch Job Inevaicing
} | R— I Wark In Progress Manikar
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Select the TimeSheet lines you wish to Post then click OK
L] Post Timesheet Information to Pavroll -|a ﬂ
File Help 5 ]

The selected timesheet lines have Been marked 2s being ready For posting ko MY OB PayvrallEnterprise.
If wou do nok wish an item to be posted to pavroll ak this Cime, uncheck ks check bozx, *ou will be able to re-post it 1ater,

Click O to send the checked lines to PayrollEnter prise, or Cancel to return to your previous screen,

Fost  Skaff Marne Code Fayroll Hours Pay Rake Wage Code Coskt Centre Job =
[  FRASER, MARK WILLIAM TR-&3515T-DS 9 Ordinary 1 DOYYMER ED'I
v wander Berg Petrus Stef... TR-ASSIST-DS g Time & Half 1 DoAWMER ED
v WALKER, KATRIMA 10 LABDUR. g 15% = DOWWNER. EDI
[ TIMOTHY GOILURLAY TR-&3515T-DS &.5 Ordinary 1 DOYYMER ED'I
W TIPMOTHY GOLRLAY B MYWLD-DS 2 15% z PRESSLIRE Ta...
v TIMOTHY QOURLAY DIESEL-FIT-Da 6 Des Fitker SR, 1 MaST BOOM ...
W TIMOTHY GOURLAY DIESEL-FIT-OS 7.5 Ordinary 1 MAST EQOOM .,
v TIFMOTHY GOLRLAY DIESEL-FIT-CxS 3 Double Tirme 1 MAST BOoM ..
=l

K, Cancel |

Note: Ensure that the employees selected are included in the ‘Current Pay’ in MYOB EXO Payroll. Eg some employees might be on
weekly pays, and others on fortnightly. These would need to be Posted to Payroll as 2 separate Batches.

Success message will be displayed.
Timesheet posting completed ﬂ

-
‘_1() Sebected timeshest lines have been posted to CMwex FileshEX OO Miningltimetrancsy successiully,

All Timesheet lines will no have a Status of ‘Posted to Payroll’, and are still in the Job waiting to be Invoiced.
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Open MYOB EXO Payroll and Create / Edit a Current Pay

2ot @ ECEE |

m Fay Cycle

aiicy

Step 1

Aadd any new employess or maintain any cument
employee's standard information; i.e. Pap rabe,
Allowances and Deductions et

Step 5
Lpdate e Pay,
Backup and vou'ne

EXO Employer Services Hq Step 2

firighedl

Pay Cycle

Open the Curent Pay. Make
anw changes to the Current
Pan ie enter O-vertime,
Annual Leave, et

Step 4
Faw any Direct Credits. P

@IStep 3

Pririt &g of the Standard Reports.

E: Euit: E=c
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Select the applicable Pay Frequency and Dates, and click ‘Create New Pay’
Ed Current Pay S

Fay Freguency: |MDnth|§.~’ j
Fay Period Start Date: 01/07/2009 - |

Fa:: Period End Date: m j
Physical Pasment Date: aA072009 j

Create Hew Pay | Ilﬂ' Exit : Esc |

Select Pay -> Import Time Transactions

EE MYOB EXO Payroll The Demonstratic
File Edit Pay Reports Maintenance  Utilities

ﬂii - current Pay
24

E One-0fF Pay

Direct Credit TransFer

Superannuation Transfer

Import Tire Transackions I

Rapid Load Pay
Ex2 Remoke
My StaffInfo

Updake
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§elect the correct Pay Frequency and click ‘Import’

- = Lo
@ Import Time Transactions -~

Fay Frequency:

FPaxy period end date: 01072009

This functian will im portwages and time-based
allowances for the current paxy period.

EJ Lrport | E Exit: Esc

The system will require you to run a Backup. Follow your normal backup procedure
& Company BACKUP for: The demo nstration Companmy

BACELUF Options

Backup To:

BACKUP Path:
[{PANFROLLYA

Backup x Cancel |
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An audit Report will be created listing any discrepancies

Processing &udit Report. .

=
@ Primt Pt

Destination:  |f=f=g=1=

Frinter: |an—dc:H|341DD— pstairs J

Mumber of Copies: 1 El Setup Printer T [y ro I I
E@] Frint : F3 | E: Ewit : Esc |

Ensure there are no errors

The Demonstation Comp any

Time Transaction Irnport Andit Eeport

Fage: 1

Rate Albwamce
Staff Code Type Uniits Type Code Cost Cenire Prohlem

I Mo problems detected,

— End of Report ——

An ‘Import Complete’ message will be displayed.
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Now Edit the Current Pay to check that Wage Lines have posted correctly, and continue with you Pay Cycle Process.
@ Current Pay

——
s

Fany Frequency:

Pay Period Start Date: 25/06/2008 - |
Fay Feriod End Date: 010720049 J

Physical Payment Diate: a2/07 /2008 J
Edit Pay | E Exit : Ezc |

@ Wages [ Allowances

b
Wages l Allowances
Employee: 1 |Wallace, Edward James
Hour= Rate Amoint Pay Rate De=scription Cocle Cost Centre Cost Certre MName
12.00 25.0000 F00.00) Ordingry: hd 1 23750 M=
1500 230000 26220 Time & Half i 1 FFFI0 VI WWades
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1.4.

1.5.

1.6.

Issues

Users need to take care when posting Timesheets to Payroll that the following has been checked:-
Only employees to be paid in the ‘Current Pay’ are included. Eg Employees in Weekly Pay Vs Employees in Monthly Pay.
Only Wage and Casual employees can be included in this process

Reporting Requirements

Timesheet Validation Report is a custom report provided by Myex. The report can be customised to suit specific client
requirements.

Data Requirements

Employees requiring Timesheets entered in EXo Job Costing, then Posted to Payroll need to be maintained in both MYOB EXO
Payroll and MYOB EXO Business. See ExoConfig Staff section and Exo Job Costing Setup Resources section. This does create
a maintenance overhead for clients. MYOB plan to address this in future releases.
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