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Section 1

Introduction

It is often said that the most valuable resource in any organisation is its people. The key to the
successful management of this resource is a comprehensive payroll and personnel
administration system. Sybiz Visipay can help you with the flexible and profitable management
of your employees—a critical investment in the future of your business.

Sybiz Visipay is a fully featured payroll management system that holds personnel records and
caters for multiple staff types with different types of earnings, allowances, deductions and tax
scales. Cash, bank transfers or cheque pays can be processed with payslips emailed
immediately, printed immediately or placed in a queue and emailed or printed later.

Sybiz Visipay is fully compliant with employer Superannuation Guarantee contributions and
employee superannuation deductions, and automatically calculates annual leave, sick leave,
long service leave and rostered time off entitlements. Salary sacrifice arrangements for
superannuation can be set up easily.
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1.1 Implementing Sybiz Visipay

Implementing your payroll system requires careful planning. Information from your previous
payroll system needs to be carried over into Sybiz Visipay and many details about your
company and your employees need to be entered. Figure 1 shows the steps required to set
up Sybiz Visipay and process pays.

Figure 1: Steps to implement Sybiz Visipay
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1.2 Installing Sybiz Visipay

New installations and upgrades of Sybiz Visipay should be carried out by your Sybiz
Authorised Business Partner. Your Business Partner will ensure that the software is installed
correctly and obtain an unlock code for you so that you can unlock the program and begin
using it. If you are upgrading from a previous version or evaluation copy, your Business
Partner will ensure that the correct files are backed up and that critical reports are printed prior
to the upgrade.

1.2.1 Upgrading from Sybiz Visipay 3.20 or earlier

If you are upgrading from Sybiz Visipay 3.20 or earlier and you are using a copy of your
company’s payroll database as a test company, you must contact your Sybiz Authorised
Business Partner before processing any pays to verify that you do not have duplicate company
identification numbers in the live and test company databases. Duplicate company
identification numbers may cause incorrect data to be displayed on reports.

1.3 Requesting an unlock code

When you have installed Sybiz Visipay you need to obtain an unlock code from Sybiz to unlock
the program. Your Sybiz Authorised Business Partner can arrange this for you or you can
request an unlock code yourself. You can:

e request an unlock code over the internet
* email a request to Sybiz

« fax arequest to Sybiz

To request an unlock code from Sybiz:

1. Double click on the Sybiz Visipay icon on the desktop.

2. On the Unlock Code window, enter a password for the system manager then click OK.
3. Click Unlock Visipay.

4. In the fields on the lower half of the Unlock Code window enter your company’s details
(name, address etc).

5. Do one of the following:

« Torequest an unlock code over the internet click Web Unlock then follow the prompts.
When your payment has been processed Sybiz Visipay is automatically unlocked and
you can begin using the program.

« To email an unlock request to Sybiz click Send Unlock Request to Syhiz then follow
the prompts. Click Close then click Exit. When you receive the unlock code, go to
Section 1.4, Unlocking Sybiz Visipay, on page 4.

e To printan Unlock Request form to fax to Sybiz click Print Unlock Request. Click Close
then click Exit. When you receive the unlock code, go to Section 1.4, Unlocking Sybiz
Visipay, on page 4.

Section 1] 3
Introduction
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1.4 Unlocking Sybiz Visipay

Before you can use Sybiz Visipay you must unlock the program. If you used the ‘Web Unlock’
option to request an unlock code from Sybiz your version of Sybiz Visipay is automatically
unlocked over the internet. If you faxed or emailed the request, Sybiz or your Sybiz Authorised
Business Partner will send you an unlock code that you must enter into Sybiz Visipay.

To unlock Sybiz Visipay by entering an unlock code:

1. Open Sybiz Visipay.

2. Click Unlock Visipay.

VisiPay Log on

SybizVisipay

Sybiz Yizipay 5.00 Beta 1 Releaze

‘izipay Wersion 5.0 Build118
Hours Used to Date | 1.94

Thiz copy of Visi

| Spstem Manager

Serial Mumber

[AUMDEMO
our User Mumber | 0001 0MC

Urlock VisPay |
3

Ta log in, select your name from the list,
enter your password below and click OF

—

“rour Password

3. Inthe Unlock Code field enter the unlock code.

4. Click Unlock.

A message informs you that Sybiz Visipay is unlocked.

5. Click OK.




Section 2

What's new in Sybiz Visipay 7.00?

2.1 Sybiz Visipay help file

The Sybiz Visipay help file has been updated and includes all the enhancements made to
Sybiz Visipay 7.00. Many of the features and functions in Sybiz Visipay have context sensitive
help so that when you press F1 to open the help file, the help topic specific to that feature or
function is displayed.

2.2 Pay processing date

On the Select Company window the Pay period end date field is now called the Pay processing
date field, as pays may not always be processed on the last day of a pay period.

Select Company

SybizVisipay

System Maintenance
Pay processing date 1/06/2007 % | Edit Userlist

Customize Staff Records

Re-index Files

Select the company with which pou wish to work -
Company Maintenance

Demonztration Company
Acme Products
Acme Products - Executives Eind Company

LCreate Company

Relocate Company

Remove Company

Fos Exit

2.3 Salary sacrifice

We have made some improvements to the salary sacrifice feature to enable fixed amount

salary sacrifices to be calculated for a wider range of employees. Sybiz Visipay now caters for:

« employees whose weekly hours vary from the hours set for their staff type (for example, a
nurse who works 25 hours one week and 35 the next)

« employees who are paid a different rate depending on the site or department they work in
(for example, a mechanic who earns $20 an hour in the workshop and $30 an hour for
callouts)

« employees who receive a loading based on the shift they work (for example, a factory
worker who earns a 20 per cent loading on the night shift)

If an employee’s salary sacrifice is based on a percentage of their annual salary the employee
can now specify the pay items to be included in, or excluded from, the salary sacrifice
calculation. For example, they may want to sacrifice only 10 per cent of their normal pay, or
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10 per cent of their normal pay plus their overtime pay. You can save this information in the
employee’s pay profile so you do not need to enter it each time you process a pay.

A salary sacrifice (‘SS’) column has been added to the pay profile tab and pay processing
window so you can clearly see which items are included in, or excluded from, the employee’s
salary sacrifice calculation. Included items are marked with a green tick. Excluded items are
marked with a red cross. Iltems that cannot be included are marked with a red dash.

If you want to include or exclude a pay item in the current pay only, you can do so by editing
the pay item on the pay processing window. This is particularly useful when an employee
receives additional pays such as a monthly retainer, weekly commission pay or bonus.

& Process Payment for Employee No.001 mmy Malcolm Fritsch

E mployment 1~ Leave Enfitlements -
Staff type | M otal Trades Award | Aneual leave | e
Union Hat & Unian Sick leave 20794
Location | Melbourne Long service 24294
= i Timeshest Link
Mo, af tax penods 1 Rostered time 4516 o )
Fay [term (uantity Tazable | Mon-Tasable | Deductions | #
="[Tod Allowance 1.0000 25,0000 2500
= |Meal Allowance 1.0000 45,0000 45.00
PAYG Tax 1&1.00
Tatals 894.67 70.00 181.00
Met Pay befare Superannuation JHIET
Contributions to Friends Provident Life [TBETE] Employer 2062 Emploves 29,47
Pay by cheque £94.20
N
E}lslip message: |Any meszage to your staff
EREREER Taotal nomal hourg 40 Total fringe benefit 0.00
Add Eamings | Add Allowances Add Deductions Add Benefits | Edit Line | Delete Line ‘
Frocess All Selected Pays | Edit Employee Feload Pay ‘ Skip This Pay Frocess This Pay | Exit These Pays

2.4 Payroll processing

2.4.1 Processing pays over multiple periods

A message is now displayed when you process pays over more than one pay period to remind
you to check and manually edit any regular deductions or payments you make on behalf of the
employee. For example, if you pay a portion of an employee’s weekly salary into a mortgage
account and you process a pay for the employee for two weeks, you should double the amount
paid into the mortgage account to cover the two pay periods.

2.4.2 Processing all selected pays

When you are on the pay processing window and click ‘Process All Selected Pays’ a message
is now displayed asking you to confirm that you want to process the pays. This is helpful if you
clicked the ‘Process All Selected Pays’ button accidentally. You can either cancel the process
or continue. You also have the option to ‘not show this message again’.
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2.4.3 Expanding the pay processing window

If you expand the Pay Processing window so that you can see all of an employee’s pay items
without scrolling, the new, expanded size will now be saved when you exit the window. This
will save you time as you no longer need to resize the window each time you open it.

2.5 Printing and emailing payslips

2.5.1 Printing payslips from an employee’s pay history

If an employee’s payslip production method is set to ‘Not at all’ (so a payslip is not produced
for the employee) but at some time you need to print a payslip for them from their Pay History,
you can now do so using your selected payslip template (that is, the template specified on the
Pay Details tab of the System Control File). In the past these payslips were printed on a
standard template.

@y, The payslip production method is a new field on the Employment tab of each
employee’s record which enables you to record the method by which employees prefer
to receive their payslips, that is, printed, emailed or not produced at all.

2.5.2 Using the advanced payslip printing feature to print Crystal
payslips
You can now use the advance payslip printing feature to print Crystal payslip forms later, email

them immediately and email them later. Previously, you could only use these forms to print
immediately.








































































































































































































































































