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Employee Management Made Easy

Section 01: Company Setup

Introduction
The People Plus system requires certain HR features to be configured prior to using the Payroll
Steps on setting up your payroll for the COVID 19 payroll report.

e Hover over the Payroll tab in the Module Menu. A sub-menu will appear, as displayed
below:

e (Click on Company Setup.

Add Payroll Company

Company Setup

Field allocation

Unpaid Leave

Expense Claims

“ Garnishees
M Payroll Audit Log
@ trpeunt [
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Click on edit to open the company setup

Company Setup: Monthly Payroll Company: [Monthly (Monthhy) ¥ | [ Fromees

‘Company Setup. Field Allocation Backups Update/Process Reports.

Edit

Add the Shut Down from date and the Shut Down Till Date exactly like the below format

If dates are not specified on the employee detail screen the dates added to the company setup will be used.

Edit Payroll Company Details:
Tax Details:

Payroll Company Hame : ¥ |r,1u nthby |

Payroll Company Code: | |

Registered Hame: * |r,1u nthhy |
Trading / Other Name: * |r-1c| nthby |
Mature Of Business: * [Partnership T
Company Registration Number: |2 011092005 |
VAT Reference Number: |4 010285817 |
PAYE Reference Mumber: |?33EIJ'32CI43 |
SDL Reference Number: |L33CIJ"32D43 |
Pay SDL? [T}

SARS UIF Number: luzz0722042 |
UIF Company Registration Number: |]_E.135395 |
Payroll Company Status: Live ¥

COVID-19 Relief Program

Shut Down From: 01/04/2020
Shut Down To: 20/04/2020 | 5

Once all details have been completed click on Update in the right corner

Company Setup. Field Allocation Backups Update/Process Reports

Updme
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Steps on setting up your employees for the COVID 19 payroll report.

Note: If the shut down dates for your employees differ from Employers shut down dates then only it’s

necessary to update the employees dates individually

Search the employee that is part of the Lock Down Period and select the employee

Active Emiluie-EE A ﬁ &
I || search || Ax || Pref |

i Employees:
#-{] Roberts Alicia (TO013)

Hover over Employee information the Personal details select option Payroll Settings

Employee Information ., Performance ., | Training -

Personzl Details ¥ Bank Detzils
Organisational ¥ Contact Details
Disciplinary " Cependants
Expenses ¥ Medical Aid
Timesheets ¥ I Payroll Settings I
Settings ¥ Payslips
Additional ¥ Pension Funds
Calf I Personal Details
TOO013 Qualifications
Miss Terminations
:] . To Do Lit
Rrhartn Unions
Click on Edit

Alidia Roberto (TO013): Edit
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Add the Shut Down From and Shut Down Date to under the Defualt Details Tab:

Default Details Employee Details Medical

Employee Details:

PensionfProvident Unions

Employee Management Made Easy

Payroll Settings:
Payroll Company: *

Foreign Income:
Rates:
Days Per Month:

Hours Per Month:
Hours Per Week:
Hours Per Day:

Paid Type: *

Rate P. H. ®

Overtime Rate P. H. 1:
Owvertime Rate P, H. 2:
Owertime Rate P. H. 3:
Cost To Company:

Use Cost To Company:
Total Cost To Company:

Total Value of Package Transactions:
Cash Component:
Employee Tax Incentive:

Bonus Provision Amount:

il

Set Salary/Wage ¥ |

T

(=]

COVID-19 Relief Program
Shut Down From:

Shut Down To:

27/03/2020
30/04/2020

Click on update once done

Alicia Roberto (T0D13):

Update
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Section 02: COVID - 19 Payroll Report.

Select option reports:

Payroll Reports: (Payroll Company Name)

e Select the report UIF COVID-19 Relief Claims (Comma Deliminated format)

e Select the applicable pay period

e The report must always have a unique sequence number that needs to be changed on a monthly basis
e  Add the Sector minimum wage

e Select the payment medium E.g. To employee, To Employer or To Bargaining Council.

e Click on Generate.

Generate Report:
Select Report: [UIF CoVID-13 Relief Claims{Comma Deliminated format) ¥ |
Select Pay Pericd(s): [Mo: 2 {01 Apr 20 - 30 Apr 20} - Current ¥ |

Unigue Seguence Numbsar: Last Known Sequence Number: 3
Seckar Minimum Wage (p/m}:

Payment Madium: [Te Employee v |

Generate

Save the report as is on your Desktop or specified folder:
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€ Savehs >
4 B s> ThisPC » Desktop w | 0 Search Desktop o
Organise « Mew folder S 9
Documents o * Mame Date modified Type "
B Pictures  # UIF JANUARY 2020/02/05 10:14 File folder
& Onelrive Testing 2020/02/05 14:32 File folder
Aprl 2020 People Plus Manuals 2020/02/07 15:40 File folder
April 2020 Celcom 2020/02,/18 0912 File folder
Research Immaculate Cleaning & Hygiene Services  2020/02/20 12:45 File folder
SARS Subrmssior Wild Peacock 2020/02/21 15:06 File folder
Step by Step guides 2020/02/25 13:10 File folder
s OneDrive Talenger Demo 2020/02/26 12:28 File folder
. UIF Submissions Other Companies 2020/02/27 09:47 File folder
ET”IIS PC TS Rt N s My e £o0 e
—_ LU >
File name: w
Save as type: | CSV File W
~ Hide Folders Cancel

Example of report:

HIDATE 1}-Apr-2020

U330732043 | 27-Mar-2020| 30-Apr-2020| Monthly| 7330732043 | 0118673968 | nadia@peopleplus.co.za| 7407044022085 | Kristina Isabella| Lutz|9200.00| 01-Mar-2011| | 8000.00| | 190567| 2| 1956723589 |1
U330732043| 27-Mar-2020 | 30-Apr-2020| Monthly | 7330732043 | 0118673968 | nadia@peopleplus.co.za | 5505135037086 | Denis | Farmer| 20000.00 | 01-Mar-2011| | 8000.00| | | Cheque| |1

U330732043| 27-Mar-2020 | 30-Apr-2020| Monthly | 7330732043 | 0118673368 | nadia@peopleplus.co.za| 8910034021081 | Alicia | Roberto | 15000.00| 26-Feb-2017| | 8000.00 | First National Bank (250655) | 2506552 |
U330732043 | 01-Apr-2020 | 30-Apr-2020| Monthly| 7330732043 | 0118673968 | nadia@peopleplus.co.za | 8907305037085 | Philipp | Jacobs | 25000.00| 30-Dec-2011 | | 8000.00| ABSA Bank (632005)|98|2|4456799 |1
U330732043 | 01-Apr-2020| 30-Apr-2020| Monthly| 7330732043 | 0118673968 | nadia@peopleplus.co.za| 7709230011081 | Alida| Marx | 8200.00| 01-Feb-2013 | | 2000.00] | 1234| 2| 98778766765 | 1

U330732043 | 26-Mar-2020 | 30-Apr-2020| Monthly | 7330732043 | 0118673968 | nadia@peopleplus.co.za| 8007075128083 | Jody Paul | Barman | 4200.00|01-Jul-2013 | | 8000.00| | 51001 | Cheque | 287085085 |1
U330732043 | 01-Apr-2020 | 30-Apr-2020| Monthly | 7330732043 | 0118673968 | nadia@peopleplus.co.za| 6808200156081 | Tanya | Figueira| 5200.00| 10-Sep-2014| | 8000.00] | | Cheque| |1

U330732043 | 01-Apr-2020 | 30-Apr-2020| Monthly | 7330732043 | 0118673968 | nadia@peopleplus.co.za | 5403150061084 | Maria | Poggenpoel | 30000.00 | 01-Nov-2017| | 8000.00| | |Cheque| |1

U330732043 | 01-Apr-2020 | 30-Apr-2020 | Monthly | 7330732043 | 0118673968 | nadia@peopleplus.co.za | 6511220034086 | Karen | Geldenhuys | 10000.00| 01-May-2016| | 8000.00] | | Cheque| |1

U330732043 | 01-Apr-2020 | 30-Apr-2020 | Monthly | 7330732043 | 0118673968 | nadia@peopleplus.co.za | 7304020159082 | Debbie | Loots | 25000.00 | 01-Feb-2020| |8000.00] | || |1
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