Instructions for Using SmoothPay with
Pastel Partner and Pastel SOHO
Accounting Systems

These instructions cover the setting up of SmoothPay to permit the transfer of payroll costing information to
Pastel Accounting Systems.

A set of Quick Instructions is provided for those already familiar with SmoothPay. This is followed by fully
Detailed Instructions for new users.

Quick Instructions

Settmg your ledger type
Choose the company you wish to work with from SmoothPay's Control Centre, then select Company
Setup
Tick the "Link to General Ledger" checkbox, then select Ledger Setup
Choose Pastel Partner or Pastel SOHO from the Ledger Type options. If you have changed the
ledger type from a previous setting you will need to select Ledger Setup a second time to modify any
additional settings.
Be sure to check that the ledger directory and export file pathname is correct, as well as setting the
default account code, payroll control account code and accounting year start month. If you do not set
these items correctly, your costing transfer will not operate correctly.

Generatlng Costing Information
The costing file you specified in your ledger setup is automatically generated when you print the
standard reports after payroll input (Account Analysis MUST be included in the Standard reports
selected, otherwise the latest costing file will not be generated). Once satisfied that all your standard
reports are correct, then any time afterwards you can import the payroll costing batch file into Pastel.

Importlng the costing file to Pastel Partner
Start Pastel and logon to the appropriate company.
Choose Process/Journals, select General Journal (unless you have set up a special "Payroll Costing
Journal" type, in which case select that one)
Choose Batch, Import then type in (or locate) the filename you specified in SmoothPay ledger setup
(usually PAYCOST.TXT).
If any errors are reported when the journal batch is checked, you will need to repair or enter the batch
manually, and rectify the cause of the problem so it does not occur in future (wrong or missing
account codes are usually the main culprits
Pastel will scan and if everything checks out OK (all account numbers are OK etc) the batch will be
imported and can be processed as usual.

Please check that the correct batch has been loaded (an old batch could be imported if you have not
produced the latest Account Analysis report from Standard Reports or from the SmoothPay Reports menu).

The data imported is summarised by account number (and cost code if used) and provides a costing journal
debiting expense codes and crediting the Payroll Control Account. All payments to employees, disbursements
to IRD etc should then be made from the Payroll Control Account. When all disbursements have been made,
your Payroll Control Account balance should be zero.
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Detailed Instructions
Setting your ledger type from within SmoothPay

In order for SmoothPay to know what type of costing file to produce, you must tell it the type of accounting
system that you are using. SmoothPay can "talk" to a number of different accounting packages, but for the
purposes of this document we are only dealing with Pastel Partner and Pastel SOHO accounting systems.

It is assumed you know how to use your computer and the software, although you should be able to
successfully complete this task by closely following these instructions. If not, then you are welcome to call
Procomp Systems on (06) 376 4581 for assistance.

Lets begin by setting the ledger type from within SmoothPay.

When you start SmoothPay, the Control Centre is displayed:

mFa}lrull Control Centre

Employees Functions Reportz and External Programs
[Gardner, Geoft |
Gardner, Matt Emplayee Pay Input Audit Trail
Gardner, Tim Pay Period Surrmary Repart _|
Fayroll Codes

Pay Input

‘Wizards

Backup

Fiebujd files

Pay Period Detail Repart
Fay Range Summary Beport
Pay Range Detal Report

Accou ozhing Analyzis
Enterfrize Costing Analysis
P21 Formng

IR12 Report

IREE Report

IRBE Reconcilation Repaort
IRES Reports

Holiday Leave Liability Report
Sick Leave dwvailability Repart

Coppright 1395-19928 Procomp Syztems

LI | %h this pay I Run Repaort
V' Show teminated | P I
Faprolf
|Yuur Company w | “four Company Viarsions
Senal 0 [unregisterad)
| Company Setup l Pay peniod endz 5 Mov 38, Pay day 5 MNow 98 2. 3 =

Choose the
company you wish to
work with from
SmoothPay's Control
Centre, then select
Company Setup
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FCompanySerp |

M arne “our Cornparny Save I
Address F.urmeroa

Wwoodville
Phone (5-376 4581
Fax 0E-376 4004 Print:
Contact b att 3 ardner —_
Email address matt. gardner@=tra, co.nz _
Type of buzsiness Computer Software Develdprent Coocilsche
IRD number 26110912
ALLC Claszification Inwafid code
™ Use direct credit MTS] facilty MTS software package Security I

I.-“-‘-.S B Gateway |!

T ax rates

Bark Account # |uu-unuu-uuW-nn
Company Eank,  Particulars Reference

Code

staternent entries

ACC Premiums

MTS file: A:'\E/Xﬂ K.TeT

i

Timeclock twpe Iﬂnne - | I

¥ Shaw terfinated employees in Contral Centre
Iv 5h
I

annual holiday leave remaining on Payzlip
o wear bo date Grozs earnings and tatal PAYE on Payzlip
Analyze earmings by Account andsor Job, Link to General Ledaer

K.eep pavroll history for myears

Payzlip type | Standard =

Fay period ending IDE!'I 1/1993

Pay day IEIE.-’1 141933

Current tax year I 1353

Tick the "Link to
General Ledger"
checkbox, then select
Ledger Setup

m Ledger Setup

Firesr e

Ledger lype IF'asteI Partner

M

Ledger directory

|G \PASEADEMOY

Account code farmat
Default account code

I Enter Account/Department codes during time and allowance input

333/933
440001

¥ Generate an account costing file far expart to ather spstems

Payroll control account

Accounting vear beging in

IG:'\F'.-’-\-.S BADEMONPAYCOST. TT

|325,/000

|4 =]

Choose Pastel Partner or Pastel
SOHO from the Ledger Type
options. If you have changed the
ledger type from a previous
setting you will need to select
Ledger Setup a second time to
modify any additional settings.

Enterprize code format
Default enterprize code

™ Enter Job/Froject/E nterprize codes during time and allowance input

(] e

I™ Generate an enterprize cozting file for export to other systems
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Be sure to check that the ledger directory and export file pathname is correct. You will probably need to edit
the ledger directory name. You also need to set the default account code (used during time input), the payroll
control account code and accounting year start month.

WARNING: If you do not set these items correctly, your costing transfer will not operate correctly.

Choose OK, then Save the Company record to keep your ledger settings.

Generating Costing Information

The costing file you specified in your ledger setup is automatically generated when you print the standard
reports after payroll input (Account Analysis MUST be included in the Standard reports selected, otherwise
the latest costing file will not be generated).

m Standard Reports |

v Pay Input Audit Trail

¥ Payroll Summary /M—— Producing this report generates the

. E sit costing file you specified the name
' Payslips | I for in ledger setup. The costing file
[¥ Allowance and Deductio

chedules can then be imported into Pastel.

[+ Account Analyzis

r Enterprize Analypsis

¥ Printer prompt before each report

Meszage to appear on all payslips

K
B

Once satisfied that all your standard reports are correct and you have produced an up to date Account
Analysis report, the costing file is ready to be imported into Pastel.
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Importing the costing file to Pastel Partner
Start Pastel and logon to the appropriate company (the examples shown are for the DEMO company).

%_Software Sales Pty Ltd [DEMO]

Eile

0

Edit iew  Change

Journals
Cazh Book
Bank Beconciliation

LCustomers
FPoint of Sale
Overdue Cugtomers [nterest

Supplierz

Inventory Journals
M anufacture
Count [nventony

td atch Open ltem
Fareign Currency Revaluation
Jumnp b Another U zer

% Process Journals

Setup Uty wWindow  Help

B
==

Choose Process/Journals

TR T | = General Ledoer Batch Type | Mormal batch entry j| Close ‘
0E - Sales
07 - Sales Creditz
Per 08 - Customer Jaurnals ) ezchistion Tax Excluzive|  Inclusive) DC
09 - Purchazes
07 =314 10 - Purchaze Retums oa D
11 - Supplier Journals
12 - Inventory Journals
13 - Manufacturing Jrls Select General
14 - Curency Wariation Journal (unless
15 - Point of Sale
dr Custorner you have set up a
45 S upplier special "Payroll
wal Costing Journal"
type, in which
case select that
one)
4| | 3
Delete (b =ilocate <F3s Ine / Ewc <F8
Fresiew. . | Erint.... | Update... | Batch... | Seftings. .. ‘
|| [ | | Inbalance |
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%_ Process Journals [_ =]
Entry Type | 05 - General Joumnal j| Batch Type | Maormal batch entry j| Claze |
Per Date GLCS |Account Fieference | Description Tax Excluzive|  Inclusive DC
07 =] 31/01/9 G / 00000000 oo B}

4 |

St

Delete <Chl-D>

Allocate <F3

Eostdatedyzﬁacuning
Import

Erpnrt

»

Frewiew. .. | Frint....

| Update...

IEEte Hatehy
Bestore Columns

c/ Exc <F3:

| Seltings... |

Choose Batch
then Import

| Inbalance

%_Export / Import

Irmport GL Batch

Irnport File M ame

‘General Journal

PAYCOST.TET

% Import Errors E

Line 3 Account Blank or not found,

FrrrreereTy

Type in (or locate)
the filename you
specified in
SmoothPay ledger
setup (usually
PAYCOST.TXT).

Cloze

If any errors are
reported when the
journal batch is
checked, you will need
to repair or enter the
batch manually, and
rectify the cause of the
problem so it does not
occur in future (wrong
or missing account
codes are usually the
main culprits)
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Pastel will scan and if everything checks out OK (all account numbers are OK etc) the batch will be imported
and can be processed as usual.

%_Process Journals [_ =]

|DE-GeneraIJnurnaI j| Batch Type |N|:|rmal batch entry j| Close |
Per D ate GCS |Accaunt Reference | Dezcription Tax Excluzive)  Incluzivel DC
) = 051190 G |440/001 PavE1123 |Payroll costing i as0.00 aa0.00f D
na 05/11./33 G |440/002 PAYE1123 | Payraoll costing oo 290.00 29000 D
0a 05/11./93 G |440/003 PAYE1123 | Payrall casting i a0.00 a0.00f D
4| | »
Delete <CulD> | Bllocate FH | Ine / Exe <F8> |
Presiew... | Frint.... Update... | Batch... | Settings... |
|| Pavsi23-12850000 | “type 1 [ 1250000 |

Please check that the correct batch has been loaded (an old batch could be imported if you have not
produced the latest Account Analysis report from Standard Reports or from the SmoothPay Reports menu).

Update the batch according to your usual procedures. We recommend that you use both the Backup Before
Updating and Print Batch options to provide a recovery mechanism should things go wrong, and to provide an
audit trail for comparison to SmoothPay's costing report.

% Process Journals - Update Batch

X Backup Before Lpdating Update

The data imported is summarised by account number (and cost code if used) and provides a costing journal
debiting expense codes and crediting the Payroll Control Account. All payments to employees, disbursements
to IRD etc should then be made from the Payroll Control Account.

When all disbursements have been made, your Payroll Control Account balance should be zero.

Help, I'm stuck!

We hope you enjoy using SmoothPay and the easy (once you get the hang of it) costing transfers provided
for your Pastel accounting system.

If you need assistance with SmoothPay at any time, please call Procomp Systems on (06) 376 4581.
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