


Copyright
© Sybiz Software Pty Ltd 2007
No part of this publication or the accompanying software may be copied or distributed, transmitted, transcribed, stored in 
a retrieval system or translated into any human or computer language in any form or by any means, electronic, 
mechanical, magnetic, manual or otherwise, or disclosed to any third party without the express written permission of Sybiz 
Software Pty Ltd, 134 Fullarton Road, Rose Park SA 5067.
Portions of the program are copyright Microsoft Corporation and Business Objects SA. All rights reserved.

Trademarks
Sybiz is a registered trademark of Sybiz Software Pty Ltd. Crystal Reports is a registered trademark of Business Objects 
SA. Sage Pastel Evolution is a registered trademark of Softline Limited. Microsoft Windows, Windows Explorer, Microsoft 
Excel, Microsoft Word, Microsoft FoxPro and Microsoft Notepad are registered trademarks of Microsoft Corporation. 
Adobe Acrobat and Adobe Reader are registered trademarks of Adobe Systems Incorporated. 

Disclaimer
Sybiz Software Pty Ltd makes no representation or warranties with respect to the contents of this publication and 
specifically disclaims any implied warranties of merchantable quality or fitness for any particular purpose. Sybiz Software 
Pty Ltd reserves the right to revise this publication from time to time without the obligation to notify any person or 
organisation of such revision.
The screen illustrations in this publication are intended to be representations, not exact duplicates, of the screen layouts 
generated by the software.

Released in Australia December 2007 



Contents
Section 1: Introduction  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  1
1.1 Implementing Sybiz Visipay  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2
1.2 Installing Sybiz Visipay . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3
1.3 Requesting an unlock code . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3
1.4 Unlocking Sybiz Visipay  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4

Section 2: What's new in Sybiz Visipay 7.00? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  5
2.1 Sybiz Visipay help file . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 5
2.2 Pay processing date . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 5
2.3 Salary sacrifice  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 5
2.4 Payroll processing . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6
2.5 Printing and emailing payslips. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7
2.6 GL link to Sage Pastel Evolution . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8
2.7 Preventing a user from accessing a company  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 9
2.8 Reports . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 9
2.9 Rolling over a period . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10
2.10 Changing an employee’s base rate. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10
2.11 Notifying superannuation funds of TFN. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 11

Section 3: Getting started . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  13
3.1 Starting Sybiz Visipay for the first time . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 13
3.2 Setting up the user list. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 14
3.3 Logging in to Sybiz Visipay . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 18
3.4 Setting up your printer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 19
3.5 Setting your preferences . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 20
3.6 Using Sybiz Visipay online help  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 25
3.7 The Demonstration Company . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 25
3.8 Backing up your data files . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 26
3.9 Exiting Sybiz Visipay . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 26

Section 4: Companies . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  27
4.1 Calculating the size of your database . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 27
4.2 Creating a company  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 28
4.3 Enabling a user to access a company. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 35
4.4 Changing a user’s access rights to a company. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 38
4.5 Editing a company’s details. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 39
4.6 Maintaining income tax, HELP and SFSS scales . . . . . . . . . . . . . . . . . . . . . . . . . . . . 47
4.7 Setting up the Lookup Lists . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 50
4.8 Adding fields to employee records  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 65
4.9 Relocating a company. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 68
4.10 Removing a company . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 69
4.11 Finding a company  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 69



Sybiz Visipay 7.00
User Guide

ii
4.12 Exiting a company  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .70

Section 5: Employees . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  71
5.1 Creating employee numbers. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .71
5.2 Adding an employee record to a company . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .72
5.3 Searching, sorting and selecting employee records . . . . . . . . . . . . . . . . . . . . . . . . . . .93
5.4 Editing an employee record  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .97
5.5 Setting up salary sacrifice for superannuation . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .99
5.6 Overriding automatic tax. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .103
5.7 Sending an email to an employee  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .103
5.8 Using notes and reminders. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .105
5.9 Managing employee reviews  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .109
5.10 Terminating an employee . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .111
5.11 Deleting an employee record . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .113
5.12 Synchronising employee contact details with Microsoft Outlook  . . . . . . . . . . . . . . . .114
5.13 Synchronising employee records in Sybiz Visipay and Sybiz Vision . . . . . . . . . . . . .115

Section 6: Payslips  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  117
6.1 Choosing, customising or designing a payslip . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .117
6.2 Specifying a payslip form and default printer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .121
6.3 Recording each employees’ preferred payslip method. . . . . . . . . . . . . . . . . . . . . . . .125
6.4 Reprinting payslips . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .129

Section 7: Preparing for the first pay run . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  131
7.1 Checking payroll setup details  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .132
7.2 Adding catch up pay items . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .132
7.3 Adding year to date data. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .134
7.4 Running pay reports . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .135
7.5 Rolling over a pay period before the first pay run . . . . . . . . . . . . . . . . . . . . . . . . . . . .135

Section 8: Processing pays  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  137
8.1 Processing pays . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .137
8.2 Using the payslip queue . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .145
8.3 Correcting pay errors  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .147
8.4 Reversing a pay . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .148
8.5 Processing an Eligible Termination Payment . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .151

Section 9: Reports . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  153
9.1 Standard reports . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .153
9.2 Setting the default printer for reports  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .159
9.3 Displaying, printing or exporting a report  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .160
9.4 Report sets . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .162
9.5 Printing Payment Summaries . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .166
9.6 Crystal reports  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .167

Section 10: Rolling over a period. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  171

Section 11: Exporting data from Sybiz Visipay  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  175
11.1 Exporting employee data  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .175
11.2 Exporting bank transfer data. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .182



Contents iii
11.3 Exporting the PAYG Withholding Payment Summary Annual Report for the ATO . . 184
11.4 Exporting payroll transactions to Sybiz Vision. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 187
11.5 Exporting payroll transactions to Sage Pastel Evolution . . . . . . . . . . . . . . . . . . . . . . 192

Section 12: Importing data into Sybiz Visipay. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  199
12.1 Importing employee data. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 199
12.2 Importing csv file timesheets . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 203
12.3 Importing data from Sybiz Vision timesheets  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 207

Section 13: System maintenance . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  211
13.1 Hardware malfunctions or power failures  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 211
13.2 Corrupt or lost data . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 212
13.3 Recalculating employee balances. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 212
13.4 Error messages . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 213

Index  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 215

Tables
Table 1: Tasks on the User Details window. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 16
Table 2: Company Details tab on the Edit System Control File window . . . . . . . . . . . . . . 40
Table 3: Tax Details/Postal Address tab on the Edit System Control File window  . . . . . . 41
Table 4: Pay Details tab on the Edit System Control File window. . . . . . . . . . . . . . . . . . . 41
Table 5: Bank/Super/Custom tab on the Edit System Control File window. . . . . . . . . . . . 44
Table 6: General Ledger Accounts tab on the Edit System Control File window  . . . . . . . 46
Table 7: Email Payslip Settings tab on the Edit System Control File window . . . . . . . . . . 46
Table 8: Income tax scales in Sybiz Visipay . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 48
Table 9: Unions tab on the Lookup Lists Editor . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 51
Table 10: Earnings tab on the Lookup Lists Editor  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 52
Table 11: Allowances tab on the Lookup Lists Editor  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 54
Table 12: Deductions tab on the Lookup Lists Editor  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 55
Table 13: Fringe Benefits tab on the Lookup Lists Editor  . . . . . . . . . . . . . . . . . . . . . . . . . . 57
Table 14: Staff Types tab on the Lookup Lists Editor  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 59
Table 15: Banks tab on the Lookup Lists Editor  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 62
Table 16: Departments tab on the Lookup Lists Editor . . . . . . . . . . . . . . . . . . . . . . . . . . . . 62
Table 17: Super Funds tab on the Lookup Lists Editor . . . . . . . . . . . . . . . . . . . . . . . . . . . . 64
Table 18: Pay Locations tab on the Lookup Lists Editor . . . . . . . . . . . . . . . . . . . . . . . . . . . 64
Table 19: Employee Data Dictionary window  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 67
Table 20: Personal tab on the New Employee window . . . . . . . . . . . . . . . . . . . . . . . . . . . . 74
Table 21: Employment tab on the New Employee window . . . . . . . . . . . . . . . . . . . . . . . . . 76
Table 22: Photo, Costing tab on the New Employee window . . . . . . . . . . . . . . . . . . . . . . . 78
Table 23: Banking tab on the New Employee window  . . . . . . . . . . . . . . . . . . . . . . . . . . . . 80
Table 24: Superannuation tab on the New Employee window  . . . . . . . . . . . . . . . . . . . . . . 82
Table 25: Pay Profile tab on the New Employee window  . . . . . . . . . . . . . . . . . . . . . . . . . . 84
Table 26: Accruals tab on the New Employee window . . . . . . . . . . . . . . . . . . . . . . . . . . . . 86
Table 27: Pay History tab on the New Employee window . . . . . . . . . . . . . . . . . . . . . . . . . . 87



Sybiz Visipay 7.00
User Guide

iv
Table 28: Leave History tab on the New Employee window. . . . . . . . . . . . . . . . . . . . . . . . .87
Table 29: Training History tab on the New Employee window . . . . . . . . . . . . . . . . . . . . . . .88
Table 30: Notes, Reviews tab on the New Employee window . . . . . . . . . . . . . . . . . . . . . . .89
Table 31: Balances, FBT tab on the New Employee window . . . . . . . . . . . . . . . . . . . . . . . .91
Table 32: Tasks required to set up payslips . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .117
Table 33: Payslip design tasks on the Payslip Forms Editor  . . . . . . . . . . . . . . . . . . . . . . .119
Table 34: Tasks required to prepare for the first pay run  . . . . . . . . . . . . . . . . . . . . . . . . . .131
Table 35: Standard reports in Sybiz Visipay . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .153
Table 36: Employee data fields that can be exported from Sybiz Visipay  . . . . . . . . . . . . .178
Table 37: Employee data fields that can be imported into Sybiz Visipay . . . . . . . . . . . . . .201

Figures
Figure 1: Steps to implement Sybiz Visipay . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .2
Figure 2: A tooltip . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .22
Figure 3: A tip of the day. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .22
Figure 4: Colourblind icons in the Employee Explorer . . . . . . . . . . . . . . . . . . . . . . . . . . . .23
Figure 5: Don’t show this message again. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .24
Figure 6: A custom tab . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .65
Figure 7: A memo tab . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .66
Figure 8: Printing a payslip ‘on the fly’ when processing a pay  . . . . . . . . . . . . . . . . . . . .126
Figure 9: The payslip queue . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .126



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:

• request an unlock code over the internet

• email a request to Sybiz

• fax a request 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:

• To request 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 Sybiz 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.

• To print an 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.
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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.

3. In the 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.

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. Items 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.

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. 

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.

. 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.
















































































































































































