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1. Introduction
This training manual is prepared based on designed solution. This document will provide step by
step representation of the system.
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2. Acronyms
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S/N |Acronym Description

1. |ERP Enterprise Resource Planning

2. |HR Human Resources

3. | D365 Microsoft Dynamics 365

4. |ED Earnings and Deductions

5. |EOS End of Service

6. |TA Travel Allowance
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3. Payroll Module Setup

1. Click Go2pay > Setup > Parameters.

3.1 Set up General Parameters

Accounts payatle
Accounts receivable

Asset management

Audit workbench
Budgeting

Cash and bank
management

Common
Consalidations

Cost accounting

Cost management > Employes
Crediit and callections Life event
Expense management

Benefits
Fixed assets

Eamings

e

Human resources

2 Finance and Operations. Go2-Pay » Setup > Parameters
- @ Bxpandall B Collapse ...
@ Home
> Commen
V¢ Favorites
> Inquiries
© Recent
> Jourals
Bl Workspaces
= > Periadic
B Modules
> Reports

> Pension
» Education

> Scheduling

2. Click General.

3. Inthe Currency field, select the currency used for payroll.

4. In the Journal Name field, select the payroll journal to used.

Finance and Operations

Elsave  Options

Payroll System Defaults

General

Employee Data General

Go2-Pay D Setup D Parameters

Set up requirements for payroll

Currency
Leave Setup NGh

Pension

Payroll
ayroll

Paysiip Journal Name

Net Pay E/D Code

Salary calculation basis

< Fixed working days

Workflow Setup

Payslip Parameters

Number sequences

End of service

Payments

Encashment

Annual Gross Pay E/D Code

Paysiip Footer Te

Payroll

Pension Benefit Group

ment day from beg..

No

Loan dlearing account

Changes function activa...
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5. In the Salary calculation basis field, select:

a. Fixed working days — when the salary calculation is based on fixed
working days regardless of which month.

b. Calendar days - when the salary calculation is based on calendar days.
Which means salary will always be calculated based on the number
of days of the specific month.

c. Working days - when the salary calculation is based on
workings days specified by the company.

6. Inthe Working days field, specify the number of working days when the
Fixed calendar days is selected.

7. Inthe Payroll clearing account, select the journal clearing to be use.

8. Set the Salary Changes function activation to “Yes”, to activate salary
action changes workflow.

= Goz-Pay » Setup D Parameters
= o 0 O
@
%« Payroll System Defaults
© General Set up requirements for payroll
=
General
i ~ v o
of sel
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3.2 Set Up End of Service Payslip Note
1. Click Go2pay > Setup > Parameters.

2. Click End of Service.

3. In the End of Service Payslip field, enter the acknowledgement note you
wanted to appear in the EOS payslip.

Go2-Pay » Setup > Parameters

Esave Options S

@
% Payroll System Defaults

Set up requirements for end of service
=

Employee Data End of service

END OF SERVICE PAYSLIP ACKNOWLEDGEMENT TEXT
End of Service Payslip

Termination Setup
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3.3 Set up Period Types

Period Types are required to control how often and when workers are paid.

3.3.1 Create new Period Type

A period type is used to specify the frequency of pay periods and the pay dates.

1. Click Go2pay > Setup > Period Types.

2. Click New.

Goz-Pay » Setup > Parameters

gr2solve

3. Inthe Period Type ID field, enter the name of the period type. For example, you
might enter ‘Monthly’ for the monthly payroll processing.

4. In the Deduct Loan field, specify to allow loan deduction or not to be processed
on this period type.

5. Inthe Pay cycle frequency field, select the frequency to associate with this period
type. The following pay cycle frequencies are available: Daily, Weekly, Biweekly,

Semi-monthly, Monthly, Quarterly, Semi-annually, Annually.
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6. Generate Pay periods.

Finance and Operations

Goz-Pay D Setup > Period Types

[Esave Delet=  Options

@ o s
+ B educt Loan alculate Benefit Calculate Benefit Accrual Include uncalculated period
13th Month | | false ) No @ no @ no
o 13th Month
Pay cycle frequency
=
E Month End paly
Payroll Periods ek
~ Jl Delete Biweekly
Semimonthly
Stats §
= Monthly
View all pay periods v
= Quarterly
+ | Start date End date Payroll Period Is Test? Has Rpr . ' Default payment
emiannually
= =] | false vine | v
Annually
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3.3.2 Generate pay periods

You can generate any number of pay periods for each pay cycle. Most
organizations generate pay periods for one year at a time.

Pay can only be processed for pay periods that are in the system. You should plan to
generate new pay periods before you use all the existing pay periods. Many
organizations do this when they prepare for a new fiscal year.

1. Click Go2pay > Setup > Period Types.
2. Select a pay period.

3. In the Payroll Periods FastTabs, click Generate.

© % 2 | B

13th Month

Month End

4. In the Number of periods field, enter the number of pay periods to generate. If
the frequency is Monthly and you need to generate periods for one year, enter
number 12.

5. The first time that you generate pay periods for a pay cycle, in the First period
start date field, enter the date of the first day of the first pay period that you
want to generate. This date is used to determine the first day of all periods that
you generate for this pay cycle.

If you have already generated pay periods for this pay cycle, the First period
start date is the first calendar day after the last day of the last existing pay
period. It cannot be changed.
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6. In the First payment date field, enter the pay date for the first pay period. This
date is used to determine the default payment date for all pay periods that you
generate for this pay cycle. For example, if this date occurs five days after the first
period starting date, the default payment date will always occur five days after the
pay period starting date for each pay period.

7. Click Create.

13th Month

Month End

Payroll Pericds

Generate T Delete

‘|Enter pay period details

Payroll Period T s Test? Has Ran Interest?
Number of periods [=] < false < No v
First period start date

=

First payment date

+E]

HH Go: Setup » Period Types scs OO @&
=8 New [ Delete  Options o 0 0
@ P les and pay periods
false @ @
® 13th Month te he
Pay cycle frequency
B Monthly
Month End
Payroll Periads
Generate » [il Delete
§
Vi ~
| Sta ite End date Payroll Period T Is Test? Has Ran Interest? Closed Default payment date
1/1/2020 B 173172020 /01 2020 falze ~ No ~ No v 1/31/2020 =
2/1/2020 21 02 2020 falze No No 2 020
3/1/2020 03 2020 falze No No
4/1/2020 04 2020 falze No No
5/ 20 05 2020 falze No No
06 2020 falze No No
fal ( 07 2020 falze No No
8/1/2020 08 2020 falze No No
9/1/2020 0% 2020 falze No No
10/1/2020 10/31/2020 10 2020 falze No No 10/31/2020
11/1/2020 11/30/2020 112020 falze No No 11/30/2020
12/1/2020 12/31/2020 12 2020 false No No 12/31/2020
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3.4 Set up Earnings and Deductions

Earnings are the base employer expense that is paid to the worker.
Earning codes define the rules and calculation methods for a worker’s

earnings.

To create a new earning code:

1. Go to Go2pay > Setup > Earnings > Earnings and Deductions.

GozPay > Setup » Period Types

> Reports

Setup

Creditand collections > Life event

ment.

Expens.

Click New.

gr2solve

In the Earning code and Description fields, enter the name and description

of the earning or deduction code.
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4. In the Period Type field, enter the period type where earning or deduction code to

inance ar

> sewp > Eamings > Eami

Overview  General  Computa

% ED Setup

[i] Delete £ Eligibility filters ~ Options

Parameters  Dimensions  Appearance

« | Eaming cod

et Description lcommon 1D | Period Type

13th Month 13th Month Month End

RIT TICKET AT TICKET Month End
Basic Salary Basic Salary Month End
Children Education Allowance | Children Education Allowance Month End
Employer Pension Month End
Furniture Grant Fumiture Grant Month End
Holiday Allowance Holiday Allowance Month End

ing Allowance Housing Allowance Month End
Leave Allowance Leave Allowiance Month End
Lunch Allowance Lunch Allowance Month End
Management Overseas Holiday | Management Overseas Holiday Month End
Monetised Benefits Monetised Benefits Month End
Transport Allowange Transport Allowance Month End
Uitiity Allowance itilty Allowance Month End

Percent | Compute ED

100000000000 v

100000000000
100.000000000
100000000000
100000000000
100.000000000
100000000000
100000000000
100000000000
100.000000000
100000000000
100000000000
100.000000000
100000000000

N
N
N
N
N
N
N
N
N
N
N
N
N
N

5. Inthe General tab, select if the earning code is a variable or loan.

inance and Operations.

> seup >

Eamings > Eam

New

%* ED Setup

© Overview

= IDENTIFICATION
Eaming code
13th Month

DESCRIPTION
Eaming code
13th Month

Delete £ Eligibility filters  Options

Computation  Parameters  Dimensions  Appearance

Description
1

Units

Variable

@ v

Is Loan?
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6. Inthe Parameters tab, select or enter additional ED code parameters for the following.
e No. of days prorate field — if the ED code is subject to proration.
e Posting field — select the journal posting method. Posting method
available are, None, Debit only, Credit only, Both.

ED Setup

PAYROLL

PAYSLIP
Period Type Allow G

ROUNDING
EMPLOYEE GROUP -

Note: Other fields available in the form are not GCC specific functionality.

7. The Sorting order field is always set to 0, unless the earning code is part of the 4
Master pay elements: BASIC, HRA, TPT and OTHERS. Please make sure that these
4 elements have display order information in the desired order and all other codes
have value 0. The information in this field has an impact of the display of the

earning codes in:
Payslip and Reports.

8. Click Save.

9. Once the ED code is created, it can be used in the payroll processing.
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3.5 Set up Posting Rule

Posting Groups allows you to create set up how your posting will be
grouped. You can create multiple posting groups and assign ED codes on it.
An ED code can be assigned in different posting groups with different ledger

account, depending on how you want to account or record your

transactions on Finance.

gr2solve

Posting Groups are linked to employees. So, this allows you to be able to group the
posting of expenses per employee group wise. For example, you have employees
that uses different ledger account for recording of expenses.

To set up Posting rules for earnings and deductions code.

1. Go to Go2pay > Setup > Posting Groups.

> Reports

» Scheduling
(

GozPay » Setup ) Eamings » Eamings and Deductions

2. Click New to create new Posting Group.
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3. In the Posting Group and Posting Group Name fields,

group name and description.

tup > Posting Groups

Payslip Text Account Num
| Air Ticket 100013001
Air Ticket 100014001
13th Month 100013001
n 100014001
100013001
100014001
e | 100013001
ce | 100014001

| Debit

Credit
Debit
Credit
Debit
Credit
Debit

Credit

enter the posting

gr2solve

4. Inthe Lines tab, add the earning codes that will be under this posting group.

a. Click New, to add new record.
b. Inthe Transaction type field, select the journal entry posting effect
of the ED (Debit or Credit).
c. Inthe Earning codes field, select the ED to be added in the group.
d. In the Account Number, select the GL account in which the
transaction for this ED will be posted.
Document Date: Customer Name Document Version:
54
Private & Confidential Document Name: Document Page: Micresoft Partner

Page | 16

Enterprise Resource Plnsing




5. Click Save.

Finance and Operations Go2-Pay » Setup D Posting Groups

aTs
* Posting Groups
© Overview  Generai

=

+ | Posting Gr... T |Posting Group

Detault

- New [l Delete Create new group from this  Options  .©

solve

[l Delete
Pa) Text Account Num Transaction type
* Air Ticket 100013001 Debit hd
Aijr Ticket Air Ticket 100014001 Credit
13th Month 13th Month 100012001 Debit
13th Month 13th Month 100014001 Credit
Basic Salary Basic Salary 100013001 Debit
Basic Salary Basic Salary 100014001 Credit
Children Education Allowance | Children Education Allowance 100013001 Debit
Childh 100014001 Credit
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3.6 Set up Payroll Category

Use the Payroll Category to categorize the Pay elements per level or Grade

1. Go to Go2pay > Setup > Employee > Payroll Category.

Go2-Pay D Setup D Posting Groups

B Expandall B Collapse...

> Commen

> Inquities

> Journals

> Periodic

> Reports » Eamings

Credit and collections

Expense management

2. Click New to create new Payroll Category.

3. In the Payroll Category and Description fields, enter the payroll category

name and description.

gr2solve

e

i | Finance and Operations

= | Elsave

(W} Delete  Create new group from this

Payroll Category

Overview  (Genera Dimension

Go2-Pay > Setup > Employee > Payroll Category

Options .~

« | Payroll category T Description

wssistant General Mgr (Notch 1]4

Company accounts ID 57

Assistant General Mgr (Notch... | cscs

4. Inthe ED Codes tab, add the earning codes that will be under this Payroll Category.

a. Click New to add new ED code.
Document Date: Customer Name Document Version:
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In the Effective and Expiration date field, enter the date when
the ED code will be effective and Expired.

In the Earning code field, select the ED code to be added.

Enter the Min, Mid and Max amount.

Use the Percent field, if the ED code amount is based on a
percentage of a certain ED. Keep the Min, Mid and Max amount field
zero, as the system will automatically get the amount based on the
percentage value of the specified ED.

In the Default Amount field, select the default amount to be
populated in the employee page. This amount serves as the rate
reference. Default amount available are, Min Amount, Mid

Amount, Max Amount and Percent.

Payroll Category

Overview  General  Dimension

000 000
000 000
000 000
000 000
000 000
000 000
000 000
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5. In the Benefits tab, add all the benefits to be included in this payroll
category. When assigning this payroll category to employee.

Finance and Operations Go2-Pay » Setup » Employes > Payroll Category

Hsave +New [l Delete Create new group from this  Options 2

% Payroll Category

© Overview  General  Dimension
= v | Payroll ca 1 Description Company accounts ID 7
B Assistant General Mgr (Notch.. | Assistant General Mgr (Notch... | cscs

Assistant General Mgr (Notch... | Assistant General Mgr (Notch... | cscs

Assistant General Mgr (Notch... | Assistant General Mgr (Notch... | cses

Assistant General Mgr (Notch... | Assistant General Mgr (Notch... | cses
Assistant General Mgr (Notch... | Assistant General Mgr (Notch... | cscs
Assistant General Mgr (Notch... | Assistant General Mgr (Notch... | cses
Assistant General Mgr (Notch... | Assistant General Mgr (Notch ) | cses

Assistant Manager (Notch cses

eses

EDcodes  Genera Benefit accruals

+ Ne: Delete

[ Display all records

o | Etfective Expiration Benefit Type Description

7/12/2020] | Never = ~

Document Date: Customer Name Document Version:
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3.7 Benefit Setup

Before workers are enrolled in benefits, we must create the components of each benefit.
The benefits default settings such as deduction rates and accounting details.

3.7.1 Create Benefit Type

To create new benefit type

1. Go to Go2pay > Setup > Benefits > Benefit Type.

2 | Finance and Operations Go2-Pay D Setup > Employee > Payroll Category

BE Modules

Accounts payable

Budgeting

Cash and bank
management

Common

2. Inthe Type tab, click New.
3. In the Benefit Type and Description fields, enter a name and description.

4. In the Payroll Impact field, select the payroll impact if; Deduction or Contribution.

Document Date: Customer Name Document Version:
- I.
Private & Confidential Document Name: Document Page: Mpa,}n.er‘ B
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5. Inthe Type field, select the type of benefit you are creating.
e Pension

e |nsurance

e Others

- Benefit Type

Define Benefit types

Payreil details

gr2solve

6. On the Payroll Details Fast Tabs, define the deduction and contribution amounts.

7. In the Benefit basis field, select the deduction and contribution is
based on percentage or amount.

8. In the Amount or rate field, enter the amount or rate of the
deduction and contribution.

9. The Calculate only on cases of excluding Leaves and Exclude Leave
days from calculation button, allows you to exclude employee
unpaid leave from deduction and contribution calculation.

e Exclude Leave days from calculation — in case employee goes on unpaid
leave, this functionality will compute benefit contribution only for working

days.
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¢ Calculate only on cases of excluding Leaves — when a benefit type is set
to Exclude leave days from calculation. This functionality will compute
only the contribution for those days as part of employee deduction.

2 Finance and Operations Goz-Pay P Setup D Benefits » Benefit Type
= [Elsave Options
@
v Benefit Type
= Types Define Benefit types
B

. tNew @ Delete

Group

Benefit Type Description

10. In the Accounting Tab, specify Financial Dimensions for which the
benefit type will be posted if necessary.

11. In the Debit Account and Credit Account field, specify a debit and
credit GL account for which the amount will be posted or recorded.

Hi Go2-Pay > Setup » Benefits ) Benefit Type
@
%« Benefit Type
Ol |yee Define Benefit types
= -
. New [ Delete
Benefit Type Description Benefit Type Description e Pyl I
Pen: tr
Payroll details
Accounting
| No default
| No default
conTmsuTIoNs
Debit nt
Document Date: Customer Name Document Version:
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12. In the Earning Basis Tab, enter the ED codes that start the worker

deduction and employer contribution.

a. Click New to add.

Benefit Type

Types Define Benefit types

Pension

gr2solve

b. Inthe Earning code field, select the ED codes that going
to the basis of deduction and contribution.
c. In the Benefit Percentage field, enter the percentage
value to be calculated against an ED code.
Document Date: Customer Name Document Version:
Private & Confidential Document Name: Document Page:
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13. Click Save.

nance and Operations

> Setp » Benefits > Benefit Type

gr2solve

@
% Benefit Type
Types Define Benefit types
- + New [ Delete
o FEE
Random Random Random Random Pension Deduction
Payroll details
Accounting
Eamning basis
New ete
v 0.00
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3.8 Enroll workers in Benefits

After benefits are created and added as options to the eligible workers,
you can enroll the workers in the plans.

To enroll workers in Benefits

1. Go to Go2pay > Common > Employees.

GozPay » Sewp > senefis > enefitType

@ Expandall B Collapse .

© %+ o | B

Accounts receivable

Asset management

Audit workbench

Budgeting

iodic

> Reports

> Setup

Human resaurces

2. Select a worker.

3. Click Benefits tab.

4. Click New to add.

& = EMP00021: Maria Joseph Ita
EDSetup  Setup  Wagelines  Base Payrol L F ial Dimensior
v Effective Expiration Benefit Type
5/3/2019 Never
Document Date: Customer Name Document Version:
K0
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5. Enter the effective and expiration date of the benefit.

6. Inthe Benefit Type field, select the benefit type.

7. Click Save.

gr2solve
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4. Employee payroll setup

Before processing the employee salary, you first need to define
some payroll information on employee level also.

4.1 Integrate employee for Payroll

gr2solve

For you to be able to process the employee payroll, you need to integrate employee to payroll.

Otherwise, employee salary will not be processed.
To integrate employee for payroll processing

1. Go to Go2pay > Common > Employees.

2. Select an employee and check the Payroll integration check box.

3. Or, click to Functions, and then, click Integrate to integrate multiple or all employees.

Worker
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4.2 Define Salary Structure

The salary structure of each employee is defined in the following steps:

1. Define the employee Wage Line.
a. Go to Go2pay > Common > Employees.

b. Select an Employee.

c. Onthe employee page, click to Wage Lines tab.

d. Click New, to add wage line.

i | Finance and Operations Goz-Pay » Common » Employees
=  Hsave +New [ilDelete Functions Worker Options
fr
. | Bankaccounts Personal contacts  Scres
H | Bank account disbursements Benefit accruzls  Imag
(| \dentification numbers
= A
Worker
¥ = EMPO00021: Maria Joseph Ita
General  EDSetup  Setup BasePayroll  Benefits  Payslip Leave Financial Dimensions
Wage Lines
=) con & e
[ Display all records
Effective Expiration Payroll category Describe the wage line. Annual Gross | Eligible For PIS
1/1/2020 Never Officer [Notch 1) | Officer (Notch 1) 423564537 | ]
Line details

Note: When you open the form, the system will show only the active wage lines.
Click the Display records check box to see all wage lines.

e. On the Line details tab, in the Effective and Expiration field, enter

the start and end date of the wage line. Default end date is set to
“Never”.

f. You can enter a brief description on the Describe the wage line field.

g. Inthe Reason Code field, select the reason code.

h. In the Payroll Category field, select the payroll category to
where the employee is under.
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i. When you select the Payroll category, select the following the
actions you want the system to do.

= Worker
¥ = | EMP00021: Maria Joseph Ita
e Override all from payroll category — overwrites all
existing employee salary structure with the current
changes.
e Add new elements only to existing employee structure —
only adds only the changes made to the current salary
elements.
e Add new elements and update existing elements of
employee structure — add new element and update
changes to the current salary structure.
Document Date: Customer Name Document Version:
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j

PAYROLL ALLOWANCE

Click OK.

Update employee ED Codes

2. Define employee pay elements.

a.

Click to ED Setup Tab.

gr2solve

System will bring all the pay elements set up on a Payroll Category
to this form. From here, you can modify the amount, add or remove

earnings to be given to an employee.

The Effective and Expiration date will automatically come

from the effective date specified on wage line.
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c. In the Amount field, a default amount will be
amount if necessary.

Finance and Operations GozPay > Common » Employees

= | ElSove +New [l Delete Functions™  Worker Options

& Personal information Personnel actions
| Bankaccou Cidents  Persor s Screenings | Terminate

W | Banka Benef: mage

e Identification number
= Worker
£ = EMP00021: Maria Joseph Ita

General EDSetup Setup  Wage Lines  BasePayroll  Benefits  Paysip  leave  Financial Dimensions

displayed. Edit the

gr2solve

x

ED Setup
Ne
Do
~ | Effective Expiration Earning code Payslip Text Is Compulser... Quantity Rate Percent | Flag
/172020 Never 13th Month | 13th Month O 000 000 100000000000 | [ 30
1/1/2020 Never B ary Basic Salary 000 000 100.000000000 38
1/1/2020 Never Children Education Allowance | Childran Education Allowance 000 000 100.000000000 3
1/172020 Never Furniture Grant Furiture Grant 000 000 100.000000000 45
1/172020 Never Housing Allowance Housing Allowance 000 000 100.000000000 el
1/1/2020 Never Leave Allowance 000 000 100.000000000 19!
111980 Moo [ [y — nnn non 10 A n
Line details

Note: When you open the form, the system will show only the active pay elements.

Click the Display records check box to see all.
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5. Processing payroll

5.1 Prerequisites

Before you can generate earnings for a worker, there is some required
information that must be set up in the payroll system.

1. Set up the number sequence in the Payroll parameters form. This is
already part of the initial configuration.

2. Refer to Sections: Employee setup to make sure all needed info is entered.

3. Make sure you're logged in on the legal entity for which you’re
about to process payroll.
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5.2 Generate Payslip

Earnings that are generated automatically use settings for the ED codes to
identify the pay cycle, and the recurring earnings defined as a salary on the

employee detail page.

gr2solve

When you generate worker earnings, you only designate the Period Type and
Payroll Period to use. You do not specify the type of earning to generate. In other

words, recurring earnings, salary, leave are all created in the same process.

To generate payroll for only a specific employee, in the Records to include tab,
select the employee you want to generate payslip. If for all, leave the field

empty.

1. Navigate to Go2pay > Periodic > Payslip > Create new payslip.

Finance and Operations Go2-Pay > Common > Employees

> Reports

> Setup

Audit workbench
Budgeting

Cash and bank
management

Cost accounting
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Create new payslip

Parameters

SELECT PAYROLL PERIOD
period Type
Payroll Period

Records to include

Run in the background

o |2

2. Select Period Type

Create new payslip

Parameters

SELECT PAYROLL PERIOD

Period Type

Period Type T
13th Month
Month End

o I
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3. Select Payroll Period

Create new payslip

Parameters
SELECT PAYROLL PERIOD
Period Type

Month End

Payroll Period

Payroll Period Start date.
012020 17172020
022020
032020
042020
05 2020
06 2020
07 2020

End date

1/31/2020

"o [

4. Click Ok.

gr2solve
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To view the employee payslip that were created or updated, open the Employee
Payslips list page.

1. Navigate to: Go2pay > Inquiries > Employee Payslips.

8 Bxpandall B Collapse ..
@ Home
> Common
Fr Favorites r
Inguiries
@ Recent L

[ Workspaces

ES Modules ~
Accounts payable
Accounts receivatle

Asset management

Audit werkbench el
Budgeting L Ao
Cash and bank 5 Joumals
management
c > Periodic
Common
olidations > Reports
aecounting > Setup

Cost management
Credit and collections
Expense management
Fixed assets
General ledger

| Gozpay

Human resources

[

= | Pedit tNew [Delete Paysiip Options ©
Personalize Page options Share

diagnostics R
ed fiter or sort G

Personnel Number Employee name Default payment date  Payroll Period Start date End date Period Type

EMPO0021 Maria Jaseph Ita 7/31/2020 07 2020 7/1/2020 7/31/2020 Month End 1
EMPO0022 Anthony Ezugbor 7/31/2020 7/31/2020 Month End 1
EMPO0029 Uwem Wilson 7/31/2020 7/31/2020 Monti I
EMPO0030 Churchill Abell 7/31/2020 7/31/2020 Month End I
EMPO0032 Attah Joseph Ndubuishi 7/31/2020 7/31/2020 Month End I
EMPO0034 Benedict Qjukwu 7/31/2020 7/31/2020 Month End I
EMPO0043 Ben Ibezim Lawrence 7/31/2020 7/31/2020 I
EMPO0036 Okwudili Apai 7/31/2020 7/31/2020 1
EMPO0065 Austin Nwamaka Ofili 7/31/2020 7/31/2020 Month End 1
EMPO0073 Unokiweri Theaphilus Onwusi... 7/31/2020 7/31/2020 Month End 1
EMPO0076 Chinedu Vitalis Monye 7/31/2020 7/31/2020 Month End I
EMPO0077 Ruth Oluwatunmibi Ogunlade  7/31/2020 7/31/2020 Month End I
EMPO008& Theodora Nnaji Anyanwu 7/31/2020 7/31/2020 Month End I

gr2solve

Journal batch number are automatically get updated when journal is generated. When journal is
posted, status will be automatically updated to “Yes”. Once the payslip is posted, system will not

allow you to do any modifications.
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5.3 Add Periodic Adjustments

After the recurring earnings have been generated, there’s a need of

uploading periodic adjustments.

To do this, you must first prepare a csv file, in the following format:

gr2solve

A B D E
eriodCode JPeriodType JPercentage
Maonth end

Employee ID Earning Code Period Code Period type Percentage Amount

Fields that need to be in the file are:

1. Employee ID
2. Earning code
3. Period Code
4. Period Type
5. Percentage
6. Amount

1. Once the file is prepared in this format, to upload it to the payslip, navigate to

Go2pay > Periodic > Periodic Variables

Finance and Operations

@ Home

3¢ Favorites

@ Recent

Bl Workspaces

ES Modules
Accounts payable

Accounts receivable

B Expand all B Collapse ..
> Common
> Inquiries
7 Journals
Create Payslip Journal
Import payroll warker adjustment

Create Payment Journal

Asset
Audit workbench
Budgeting

Cash and bank
management

Common
Consolidations

Cost accounting

Cost management
Credit and collections
Expense management

Fixed assets

Periodic Variables

Payroll Proration

Payroll Journal
Create Payment Journal (¥2)
Import Qutstanding Leave Days

Payroll Disintegration Batch

7 Life event

> Update
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2. Highlight the Payroll Period and click on

Finance and Operations

Go2-Pay » Periodic ) Periodic Variables

= | ZEdit -+ New [i Delete | Periodic Variables| Options .2
Iny Periodic Varaibles
" .
(O] w Payroll Period T Period Type End date
012020 Menth End
=
02 2020 Month End
= 032020 Month End
042020 Menth End
05 2020 Month End
Q8 2000 Ligoih Eod
Month End 7/31/2020 I
Month End 8/31/2020

092020
102020

122020

Manth End 9/1/2020

Month End 10/1/2020
Month End 114172020
Manth End 12/1/2020

3. Click on Lines

Finance and Operations

Go2-Pay » Periodic » Periodic Variables

gr2solve

Periodic Variables on the action pane.

= | #Edit ' New [ilDelete  Periodic Variables Options P
o [o= |
e
e
- - .
02 2020 Month End 2/1/2020 2/29/2020
L= 03 2020 Manth End 3/1/2020 3/31/2020
04 2020 Month End 4/30/2020
05 2020 Month End 5/31/2020
06 2020 Month End 6/30/2020
07 2020 Month End 7/1/2020 7/31/2020
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4. Click on Import Periodic Variables on the action pane.

Go2-Pay > Periodic ) Periodic Variables

Finance and Operations

£ Edit

fhew il Delete] mport Periodic Varaibles | Transfer = Options

@ | ¥ | 072020: MONTH END
% Periodic Variable
.:i.;. Total Variations
} 000
&

Lines  General

t New [ Delete

+ Personnel Number Employee Name Earning code Payslip Text Units

[]

5. Upload file and lick OK.

Import data from Excel
Parameters
IMPORT
[ o |
Document Date: Customer Name Document Version:
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6.

Refresh the page and click on Transfer on the action pane.

Finance and Operations

Go2-Pay D Periodic » Periodic Variables

gr2solve

= it +New [Delete Import Pericdic Varaibles Options
m 07 2020 : MONTH END
" Periodic Variable
o Total Variations
3 000
=
Lines. General
- New [l Delete
' Persannel Number Employee Name Earning code Payslip Text Units Percent Quantity Rate Flag Amount
EMPO024 13th Month 13th Month 100.000000000 1.00 500,000.00 500,000.00
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5.4 Generate Payslip Journal

To generate payslip journal, Navigate to:

1. Go2pay > Periodic > Create payslip journal. Enter the Period Type and
Payroll Period to generate and click OK.

¥ Favorites

© Recent

E Workspaces

E= Modules
Accounts payable
Accounts receivable
Asset management
Audit workbench
Budgeting

Cash and bank
management

Common
Censolidations
Cost accounting
Cost management
Credit and collections
Expense management
Fixed assets
General ledger

| Goz-Pay

Human resources

i1 Finance and Operations
@ Home

Goz-Pay > Periodic ) Periodic Variables

@ Bpandal B Collapse...
> Common
> Inquiries
> Journals

Create Paysiip Jo

al
Import r adjustme
Create Paym:

Periodic Vari

Payroll Proration

Payroll Journal
Create Payment Journal (V2)
Import Outstanding Leave Days

Payroll Disintegration Batch

> Life event

> Updste
> Reports

> Setup

ot

Create Journal

Parameters

ELECI PAYROI| PFRIOD

Period Type

Payroll Period

SELECT EMPLOYEE

Personnel category

Payroll category

Bl (o

gr2solve
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The journal will be created. The default main account and dimensions for the earning line are

based on the earning code posting rule that are defined in the Posting Group.

Journals generated can be viewed in Go2pay > Journals > Payslip Journals.

(CSCS-000014 | Payrollinl

“ Payrall Expense Journal

3 Finance and Operations Goz-Pay » loumals > Payslip Joumnal
= | Blsave +New [il Delete Lines Validate ™ Post Inquiries Options
o
. General journals
oy Show
Not posted [T Show user-created only
B
List ~General Setup Blocking  Financial dimensions  History
| Journal ba... T |Name 7 Description Posted 7 Posted on Log I

In use by

Reversing en

|

Reversing date Modified by

To review the line entry of the journals, click on the Lines in the Action Pane.
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5.5 Modify Payslip

The system allows you to do modifications on payslips that are not yet posted.

5.5.1 Add Earning Lines to a Payslip

1. Click Go2pay > Inquiries > Employee Payslips.

& Expand al

Favarites

2. Select the payslip.

3. Click Add line in the Earning Lines under the Earnings tab.

4. Enter the Earning Date, Earning Code and Amount.

gr2solve
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5. Click Save.

Finance and Operations

= FNew il Delete

& Personalize Page options Edit Share
. Always open for editing Security diagnostics Record info Read mede Getalink Create 3 custom alert
W Personalize this page Advanced filter or sort  Change view Revert Manage my alerts
C]
B
Employee Payslip
B= | _ . .
L Maria Joseph Ita : CSCS-00002
enefit contributions Benefit deductions Benefit accruale Payslip Totals
+ | Earnings date Eaming code Description Amount

| v 0.00

Go2-Pay ) Inquiries > Employee Payslips

Payslip  Options o

5)2solve

7/31/2020 13th Month 13th Month 0.00
7/31/2020 Basic Salary Basic Salary 0.00
7/31/2020 Children Education Allowance | Children Education Allowance 0.00
7/31/2020 Furniture Grant Furniture Grant 0.00
7/31/2020 Housing Allowance Housing Allowance 0.00
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5.5.2 Remove earning lines from a Payslip

1. Click Go2pay > Inquiries > Employee Payslips.

2. Select the payslip.

3. Select the earning lines, and then click Remove.

gr2solve

The earning lines that you remove are not deleted from the payroll system. They can be included
in a future pay statement.

4. Click Save.

Finance and Operations

Earning lines

| Eamings date Eaming code
7/31/2020

7/31/2020

Child;

Furniture Grant
Housing Allowance

7/31/2020 Leave Allowance

Totals

Go2-Pay » Inguiries > Employee Payslips

Description
| 13th Month

Basic Salary

Education Allowance | Children Education Allowance

Furniture Grant
Housing Allowance

Leave Allowance

hare

Create a custom alert

= | Hsave New [l Delete Payslip Options
fm Personalize Page options Edit 5|
) iagnostics Record info Read mode Geta link
=4 filterorsort  Change view Revert Manage my alerts
o)
=)
Employee Payslip
= = Maria Joseph Ita : CSCS-00002
General  Eamings  Bencfit contributions  Benefit deductions  Benefit accruals

Payslip Totals

Amount
0.00
0.00
0.00
0.00
0.00
0.00
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5.5.3 Prorate Salary

1. Click Go2pay > Common > Employees
2. Select employee

3. Click on Edit on the action pane.

4. Click on the Payslip tab and select the payslip

gr2solve

Functions ™ Worker Options .2

Personal information

Screenings

mage

Personnel actions

ate

B[ .
Worker
= = EMPO00021: Maria Joseph Ita
General ED Setup Setup Wage Lines Base Payrol Benefits - Leave Financial Dimensions
Payslip lines
Overview  Employee Information Parameters  Financial Dimensions
Personnel Number Employes Name Payroll Period Deriod Type Payroll Session Closed? Posted Slest? Is EOS
EMP00021 Maria Joseph lta 07 2020 Month End 0

5. Onthe fast tab payslip lines, click on parameters.

6. Enter Days Worked and save.

Finance and Operations Go2-Pay » Common » Employees

= | Hsave +New [l Delete Functions™ Worker Options
fnr Personal information
. Bark accounts ness incidents  Personal contacts  Screenings
=g Bark accoun Benefit accruals mage
— |dentificatios
= .
Worker
E| = - g
EMPO00021 : Maria Joseph Ita
General ED Setup  Setup Wage Lines Base Payrol Benefits
Payslip lines

COverview Financial Dimensions

Employee Information

EABAMETERS
Days Worked

| q)
Working Days Basis
30

Personnel actions

Payslip Leave

Posted

Financial Dimensions

POSTING

Posting Group
Default

Account type

Ledger
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6. Post Payment
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Once the salary expense journal is posted, now payment journal can be generated and

posted from Go2pay.
This process is divided in 2 sub processes:

6.1 Create payment Journal

There will be multiple payment journal user need to create depending on the method of

payments.

Go to Go2pay > Periodic > Create Payment Journal (V2) and select the following

e Period Type

e Payroll Period

i3 Finance and Operations

@ epandal B Collapse .

> Update

> Reports

> Setup
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Create Journal

Parameters

SELECT PAYROLL PERIOD

SELECT EMPLOYEE
Per ategory

At this point we are only generating the payment journal, but not posting it.
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The generated payment journal can be viewed in Go2pay > Journals > Payment
Journals, journal is listed as Not Posted.

Document Date:

Customer Name

Document Version:

Private & Confidential

Document Name:

Document Page:
Page | 49

i

Microsoft Partner

Enterprise Resource Plnsing




6.2 Post payment Journal

To for workers, follow these steps after you have generated the payment journal.

1. Go to Go2pay > Journals > Payment journal.

Finance and Operations

Go2-Pay » Joumals » Payment journal

Elsave +New [l Delete O:\en lines in Excel ~  Validate ™ Post ™

@
¥ Payment journal
o Show
3 Not posted [] show user-created only
[l
list ~Genersl Setup  Blocking  Financial dimensions  History
+ |Journal ba... T |Name 7 Description Posted 7
€SC5-000015 | PayrollPay PayrollPay

Inquiries ™~ Print™  Options

Posted on

Log I | In use by

Modified by

Tomisin

Rejected by

gr2solve

3. Validate that the number of vouchers is correct. There will be one journal voucher line for each
check pay statement and one or more journal voucher lines for each electronic pay statement.
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Finance and Operations

t New [l Delete

+ | Date
711212020

Go2-Pay » Joumals » Payment journal

Settle transactions

Voucher

£ payP-00000...

= | Elsave Post Postinbatch Validate™ Payment proposal ¥ Generate payments  Functions ™
@ €5C5-000016 : PAYROLLPAY

% Payment Voucher

® List General Payment Paymentfee Remittance Bank  History

Financial dimensions Sales tax Payment status ¥
Company Account

€scs * | EMPVEN0D021

Name

* Maria Joseph Ita

nquiries™  Print™  Options

View marked transactions

Debit

g

Description

Credit | Currency Offset account type Offset ac

NGN ~ Ledger v

4. From the Post menu, select Post. The payment journal lines will be settled to the payable GL
account that was created and posted.

After this process is finished, the employees can view the payslips on their self-service page as well.
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7. EOS Processing

When we terminate an employee, an End of Service (EOQS) statement need to be generated for this
employee. You can’t generate an EOS statement before terminating an employee.
The calculation basis and factors will be setup as part of earnings and deduction setup.

After an employee has been terminated, the EOS statement generation can be started as
following:

1. Generate End of service payslip, go to Go2pay > Periodic > Payslip > Generate end of
service payslip.

Go2-Pay > Journals > Payment journal

© % 2 |l B
F3

> Reports

> Setup

Credit and collections

Expense management

2. Select the pay period in which the employee was terminated.

Create new payslip

Run in the background

[ ok |
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8. Generate Payroll Reports

Lists of reports are available in the system.

To generate payroll reports, navigate to Go2pay > Reports

@ Home

7 Favorites
® Recent

E Workspaces
E= Modules

Accounts payable

Audit workbench

Budgeting

Cash and bank
management
Common
Cansolidations
Cost accounting
Cost managament
Credit and collections
Expense management
Fired assets

General ladger

Go2-Pay

Human resources

Finance and Operations.

B Expand 3
> Common
> Inquiries
> Journals

> Periadic

B Collapse .

gr2solve
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9. Close Pay Period

Once the payroll processing is done, the last step is to close the pay period, so it won’t be used again for
payroll processing. Once the period is closed, it won’t appear in the dropdown of available periods for
payroll processing. To close a pay period, follow these steps:

1. Navigate to Go2pay > Setup > Period Types

@ Expand all B Collapse ..

> Common

@
¥

> Inquiries

> Journals

> Periodic

> Reports

> Scheduling

Asset managemant
Audit workbench
Budgeting

Cash and bank
management

2. Select the correct period type.

3. Select a pay period from the grid of available open pay periods.

4. Change the Status field to: Closed.

Calaate Benefit

13th Month

Month End
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