Recording Pays in Reckon Accounts.
· Before starting to record pays go to “online banking centre” and check it is empty if not –select all- create ABA file – name it test ABA. 

· minimise RA
· Go to “shortcuts to ABA folder”

· Delete “test ABA” file 

· Go to Employees Navigator

· Choose “Pay Employees


· Choose Payment Date: as the date you are actually paying                                                        them into their account... (i.e. today + thursday) 

· Choose Mark All

· Choose ‘Create”

The Preview Payment Window will appear.

It will bring up each employee one at a time. 

· Change employee information as below

· Note: If you don’t want to record an employees pay chooses ‘SKIP”.

· For each employee record the number of hours/ sick hours/ holiday hours for that fortnight making sure that you apply the hours to the correct class.  
· Add in any kilometers traveled that week next to car allowance.

· Make sure other allowances are correct. 

WARNING:

· Before you record the pay, check that there is nothing that shouldn’t be recorded in both the ‘Earnings Window’ and the ‘Other Payroll Items’. Window (down arrow if necessary in both/either boxes to check everything).
This is because Reckon Accounts remembers the pay from previous weeks. 
So if you have recorded e.g. 29 kms last week for travel or 6 hrs leave – this information will come up this week. You will have to delete or change these unless they are the same as last week. Look Carefully. 

· Once you are happy with a pay select ‘Create’ and it will record it. 

NOTE 1:
If you realize you have made a mistake in a pay you have already ‘created’ you need to do the following:
(*Note: You can only make changes in the last pay you have recorded).

· Go to ‘FIND’ from the shortcut navigator bar 

· Select ‘Advanced Find’ 

· Choose ‘Name’

· Choose the employees name

· Select ‘FIND’

· This will bring up all pages/ transactions for the employee you have selected (the newest is on the top)

· Double click on the last pay

· This will bring up the payment Cheque


-From the Cheque select ‘Payment Details’

· This will bring up your usual payment screen

· Edit as necessary

· Choose OK

· From payroll Cheque choose ‘Save and Close’ 


- Say ‘Yes’ to message.

NOTE 2: 

If you have to amend a pay older than the last pay entered you have 2 choices
1. –using ‘Find’ bring up each of the employees pays
-starting from the top (newest pay) double click it & bring up the Payroll Cheque.

- Make sure you know the details of the Cheque you are about to delete so you are can re-enter it correctly.

- choose ‘Edit’ (top left hand side of screen)

- choose ‘Delete Payroll Cheque’ 


* Note: you only have to delete the pays for the employee with                
  the error – no one else’s pays. 

- Go back to find, choose the next payroll Cheque & repeat the above steps.

- Delete all pays until you get to the oldest one with an error. 
- Amend this pay (as described in Note 1)

- Re-enter each of the pays you have deleted (through the normal Pay Employers screen)

* Make sure you connect dates etc each time you re-enter each pay.
2. Calculate your error manually & adjust in the current pay…

· i.e. if 3 pays ago you recorded 30 hours to class 1. instead of 15 hours to class 1. & 15 hrs to class 2… then in this weeks pay record 30 hrs to class 2. & none to class 1. 

    (assuming they have worked 30 hrs again this week).  

When you have finished entering each pay….
· Select ‘Print Payslips’ &/or ‘Email Payslips’
· Choose Bank A/C ‘Bank Online’
· Enter Date period that causes this payment date & this payment date only    (i.e. 13/07/06 – 14/07/06)
· This will bring up your pays for this fortnight (if it doesn’t check you have selected ‘Bank Online’ & the right date period’)
· Make sure all current employees are selected and choose ‘Print’ ‘Preview’. Look at each payslip – make sure correct & choose ‘Next’
· When you have checked all pays are correct choose ‘Print’ and print them all (1 pg per slip)
* Note: If you have made any errors you will need to ‘Close’ the Print Preview screen & Cancel out of there – then using ‘Find’ edit & fix the incorrect pays as described in NOTE 1. 

NOTE 3: 
If you wish to email on Employees pay you need to firstly go to the employee card & enter their correct email address. Then on the Payroll info tab the Email Payslips box. 
NOTE 4: 
Any time you have to make a change to an employees pay – if it is going to be a permanent change – for future pages make sure you make the changes in the ‘Employee Card’.

Recording B-Pay & Direct Payments for Employees Salary Sacrifices
· Once you have recorded all pages & printed payslips ‘Close’ out of the ‘Pay Employees’ area (Delete any ticks that are left next to any ‘skipped’ employees that don’t need to be paid that week)
· Then go to ‘Pay Liabilities’ (still on Employee Navigator)

· In ‘Dates’ chose ‘This Payroll Month’

· Choose each payment one at a time (by ticking them)

· if the payment is on B- Pay payment, change the Bank Account to the St George  Cheque A/C

· if the payment is a direct payment leave it as ‘Clearing Account – Payroll Clearing Account’ 

· Choose create

· If it is a direct payment select ‘Bank Online’

· Then just save and close.

· Repeat previous steps until all payments are recorded

Sending Payments to the Bank
STEP 1: 

· Go to ‘ banking Navigator’

· Choose ‘Reconcile’

· Choose St George Bank

· If you look at today’s date you will see all your B-Pays grouped             
together. Check they are all there (and no direct payments are 
there) and they are correct.

· Once you are happy choose ‘Leave’ to get out of reconcile.

STEP 2: 
· Choose Online banking centre (from shortcut on navigator bar)
· Make sure ‘St George Bank’ is the financial institute selected
· Choose ‘Preview ABA’ and print preview firm that appears


- check all Direct Payments and all employee wages are on 


  this firm. 
STEP 3:
· Once you are happy it is all correct, choose ‘Create ABA’
· A ‘Save As’ box comes up. It will automatically sand it to ‘ABA’  
filler. This is correct.
· In the File Name enter ‘today’s date.aba’ as the file name

(i.e. 10/08/06.aba)

· Save – it will take a minute or so to record this. 
STEP 4:

· Minimise Reckon Accounts
· Open up your St George Online Banking Software
· Go to Transactions – Direct Entry 



         - choose ‘Input DE’

· In description put ‘Wages to…..(data)’
· Choose ‘Browse’
· Look in ‘Desktop’ – ‘shortcut to ABA files’
· Choose the appropriate data file 
· Open
· Now choose ‘Import’
· Choose payroll
· Your payroll transactions will come up.

From W.I.P – choose print

· Get authorized
· Record

FINALLY-

· Go to memorized ‘employee Reports’ and print ‘Payroll Summary’ for the week

· From Banking transfer Money

· Choose Date

· Transfer money from ‘St George Cheque A/C’

· Transfer to ‘Payroll Cleary Account’ 

· Amount = Total Direct Entry



Payments + wages 



On Online reports

“Memo” Wages tooksake 10/08/06

‘SAVE AND CLOSE’

Finally the end can I go home now lol….

channy.

* BLAME MUM THIS LAST BIT IS DODGEY COZ I COULDN’T READ HER WRITING OR UNDERSTAND IT.
Make sure the bank accounts is “Payroll Clearing Account”


Make sure “Enter Hours an Preview” is selected


Make sure the “To be Printed” is not selected


Make sure the “payment period ends” is the correct date (i.e. Friday)


   * Note: Each of these should automatically come up correctly. Just check. 
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