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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. 
 

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

• Click on Company Setup.  
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Click on edit to open the company setup 
 
 
 

 
 
 
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. 

 

 
 

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

 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 

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 
 

 
 
 
 
Hover over Employee information the Personal details select option Payroll Settings  
 

 
 
 
Click on Edit  
 

 
 
 
 
 
 
 
 
 
 

 

 



 

 
 
 
 
Add the Shut Down From and Shut Down Date to under the Defualt Details Tab: 
 

 
 
 
Click on update once done  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 

Section 02: COVID – 19 Payroll Report. 

 
Select option reports:  
 

 
 

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

• Select the applicable pay period 

• The report must always have a unique sequence number that needs to be changed on a monthly basis  

• Add the Sector minimum wage 

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

• Click on Generate. 
 

 
 
Save the report as is on your Desktop or specified folder:  
 



 

 
 
 
 

Example of report: 
 

 
 

 
 
 
 

 


