ADDING/EDITING A DEDUCTION IN A PAYSLIP

1. Process your pay as normal via the Payroll Wizard, until you get to Step 4. For help on this, refer
to the Processing a Pay Run help document:

Pay Run Wizard - Pays
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ng? Click Here to connect now!

Please check the payslip figures. Click on a row to view the actual payslip.

1 - ticking this will send the payslip to the employee when you click next

Gross
Pay

2345.97

13384

200.00

2421.88

5102.69

Non-Taxable
Allowances

2275

10.00

3275

0.00

0.00

0.00

PAYE  KiwiSaver Student Child  Other Total ra
Support Deductions Deductions Payments Payments
Tax
46623 8588 0.00 0.00 260.00 814.11
1501 000 000 0.00 0.00 1591
278 000 000 0.00 22000 24378
49175 7266 0.00 0.00 0.00 564.41
99967 15854 0.00 0.00 480.00 1638.21

Net Pay

155561

117.03

EEREY

1857.47

3497.23

Checked  ggng!

[

@

2. Click on the applicable team member to bring up their payslip:

Payslip : George Hamilton

Payslip
George Hamiltn Pay Perod Ul 29 2019 10 Aug 11 2019
29 Liverpool Street Pay Date - Jug 152018
Hamiton 3204
Tax M
0800110172 o cooe
Status Draft
Bank Account Numoer 12-2343-4755532-50
Paysip 1D 35
Payments Deductions
Hours Amount Amount
Standard Salary 0 150326 PAYE 46623
Annuzl Leave (3 03y3) E 64371 KiwiSaver % 8588
Rent* 20000 Rent 20000
Salary Sacrifice’ 6000
Non-Taxable Allowances
Wet Westher Gear 142
Phone Allowance 850
Total Taxavie Payments 24687 Total Deductions
Total Extra Payments 000 Total Extra Tax 0.00
Total Non.Taxable Payments. 2275
—
Payslip
George Hamilton Pay Perod i1 29 2019 to Aug 11 2019
29 Liverpool Street Fay Dat Aug 152018
Hamiton 3204 e o
Tax "
0800110172 e cose
Status Oraft
Bank Account Number 12-2343-4755532-50
Payslip ID 385
Payments Deductions
Hours Amount Amount
Stangara Saiary 80 151326 PAYE 5823
Annuzl Leave (3 03y3) E 64371 KiwiSaver % 8588
Rent* 20000 Rent 20000
Salary Sacifce : 50.00
Non-Taxable Allowances
Wet Weztner Gear s
Phone Allowanca 850
Total Taxable Payments 2346.97 Total Deductions. 241
Tolal Extra Payments 0.00 Total Extra Tax. 0.00

Total Non-Taxable Payments.

275



https://c3.timesmart.co.nz/_cms/assets/Uploads/Processing-a-Pay-Run6.pdf

This will make areas on the payslip editable:

Payslip : George Hamilton m (10f4) [ Edit
Payslip
George Hamilton Pay Period Jul 29 2019 to Aug 11 2019
azr\‘:‘l:li[’f l;gloitreei Pay Date Aug 152019
0800110172 Tax Code M v
employee message Statue - T .
A
Bank Account Number - 12-2343-4755532-50
Payslip ID 385
Payments Deductions
Hours Amount Amount
Standard Salary 80 1503.26 PAYE $
468.23
1 exclude s
Annual Leave (3 days) 30 ':,?;Msam Kivisaver ass,ss ’
x
$
# exclude Student Loan oD
Rent 0 from KiwiSaver
Rent v s 20000 .
x Compulsory Student Loan Deductions (0%) 0.00
4. Scroll down to the Deductions section:
Deductions
Amount
PAYE : ﬁ E
) 468.23
- 4 % $
KiwiSaver :
8588
Student L : s
udent Loan : 0.00
) $
Compulsory Student Loan Deductions {0%) 0.00
) $
Voluntary Student Loan Deductions : 0.00
Child S rt s
fid support - 0.00
$
Rent Rent v 200.00
x
$
Salary Sacrifice -- choose category — v 60.00
x
+ Add Deduction




a. To edit an existing Deduction, simply adjust the amount and/or description:

Deductions
Amount
. = 5
PAYE: 468.23
4 % 3
KiwiSaver :
8588
) $
Student Loan : 0.00
) $
Compulsory Student Loan Deductions {0%) 0.00
) $
Voluntary Student Loan Deductions : 0.00
] . $
Child Support : 0.00
$
Rent Rent v 200.00
x
$
Salary Sacrifice -- choose category —- v 60.00
x
+ Add Deduction

b. To add a one-off Deduction, click Add Deduction:

Deductions
Amount
. = 5
PAYE: 468.23
4 % 3
KiwiSaver :
8588
) 3
Student Loan : 0.00
) $
Compulsory Student Loan Deductions {0%) 0.00
) $
Voluntary Student Loan Deductions : 0.00
i ) 3

Child Support : 0.00

$
Rent Rent v 200.00

x

3
Salary Sacrifice -- choose category —- v 60.00

x

+ Add Deduction




Enter in the Description, Category (optional), and Amount:

+ Add Deduction
description * h t $
escripton — Cnoose category — ¥
p egory amount *
5. Scroll down to the bottom of the payslip and click Save:
Non-Taxable Allowances
8
Wet Weather Gear Wet Weather Gear v 1425
x
8
Phone Allowance Phone Allowance v 850
x
+ Add Non-Taxable Allowance
s
Reimbursement Reimbursement v 150
Total Taxable Payments 2346.97 Total Deductions 814.11
Total Extra Payments 0.00 Total Extra Tax 0.00
Total Non-Taxable Payments 2275
Net Pay 5 0.00
3 % 5 64.41
Employer KiwiSaver
E (ESCT) 175% v § 1232
* Excluded from KiwiSaver calculations
B save

6. Exit out of the payslip:

Payslip : George Hamilton @ (10f4) m
Payslip

George Hamilton

Pay Period ul 292019 to Aug 112019
29 Liverpool Street Pay Date Aug 152019
Hamilton 3204
Tax Code M
0800110172
Status Draft
Bank Account Number - 12-2343-4759532-50
Paysiip ID 385

7. Complete your pay run as normal. For help on this, refer to the Processing a Pay Run help
document.



https://c3.timesmart.co.nz/_cms/assets/Uploads/Processing-a-Pay-Run6.pdf

