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1 Kitomba™ and IMS Payroll

Kitomba™ can help you to manage paying your employees their wages and commissions by
working with IMS Payroll.

5

This guide has been designed to help you to understand how Kitomba™ works with IMS to
make your pay days a little easier.

If you are new to IMS Payroll, we suggest you give their Team a call on 06 876 8959 as they
are just as friendly and helpful as we are — we checked!

You need to ensure that you have already done the following;
1. Creating Commission Groups in Kitomba™
2. Creating Commission Plans in Kitomba™

3. Assigning Staff to any Commission Group

If you haven’'t completed the following steps or need a refresh, read our Commissions and
Wages Kitomba™ guide.

1.1

Setting up Kitomba™

Once you are ready to use both Kitomba™ and IMS Payroll together, first you will need to tell

Kitomba™ that you are going to use IMS Payroll.

Set IMS Payroll as your External Wage Package in the Admin Tab under Preferences.

3 Appointment Types
([ Business Units

1 Message Templates
4 Lists

[ AutoMessages

9 Commission Groups
(9 Security Groups

4 Attributes

9 Payment Types

% Preferences
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- Cash Drawer Session
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9 Administration

Show Advanced Youcher Options
Reporting

Let Kitomba caontrol report print size:
Suppress Customer Spend:

Business Summary % calculation
Customer History Printouts Show:
Sales figures are calculated:

Hide GST selection on reports:

Security

Turn Security On:

Login as Restricted User with no password

Login as Administrator with main Kitomba password
Wages

External Wage Package

Sales figures used to calculate commissions are

Show Advanced Commissions Options

O

IMS Payroll [~ |
GST exclusive B

| Save || Cancel

Kitomba™ Tip:
To be able to use the Import Function in IMS Payroll, you will
need to have the Import Module which is $200+GST.
Please contact IMS Payroll for more information.

Setting
Preferences
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1.2  Wages in IMS Payroll

If you want to use the information generated by Kitomba™ to work out your wages with IMS
Payroll, then you will need to setup IMS Payroll to understand what Kitomba™ is telling it.
You also need to know how Kitomba™ is sending information to IMS Payroll so you know
what the figures are that you will use.

1.2.1 Employee ID’s

The first thing to do is to click on the Employee section in the IMS Payroll system and IMS
will show you the ID number assigned)ab each of your Staff People.

File Edit Vfw Tools Help ‘
ofs || 4[2]e] o|x| [l s & o ]
RN TEECE
1008
Standard I F'aymentl Annual Leavel Permanent] Notes I Totals I Hisloly]
Personal
First Names: IBnlney Surmame: |5pears
: PO Box 54 acncer
Address: C Male  © Female | Empi: 1008
Best Town - ==
BithDate: [10/11/1952 «| Ager 54 T
Phone # 1: |78 6665 #2|
E-mail: [ E-mail Payslip? [~
Job
Occupation: |Managel Start Date: |10/03/1997 « [ Apprenti¢e?
Pay Point: |Manager _VJ Finish Date: v
Costing Code: |1000 _v_] Due Back: v
ACC Class Unit:
Displays Employee Personal and Job details £ Current ‘Veekly ‘Wage i)

You set the Employee Number manually by putting it into the Emp # box.
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EH Calendar Q Cards ‘ &f Message L Reports % Admin

3 Administration

G~ 4 Appointment Types d

9~ Business Units o G R—S———————————

Fie Eat Vew Toos e o ] sones e ——
e z 2 O e || et
MEE 2| 2|%] el @] B @ £ ey o]
= = & christina Aguilera | | Staff Level: Staff speed
S R RR RN EEEEEEE [evane=:[7]
>l A l ‘ ‘ ‘ B‘ =] W s & Justin Timberlake
@ Robhie Williams [ Dont show this Staff Person on the Calendar [ Always Retains Commission

& T1 - Kelly Clarkson

| Address | ContactDetails | TimeTables | Security & Commission

& T2- Mariah Carey

: [ sunves Security Group: =

First Names: ~ [Biitney Sumanme: [Spears @ s viriio paminisvator [7]
PoBemsd  [Gender ©- 29 Message Templates Security Code: ="

Addre! POBoxS " Mae  © Femsle | Empt 1008 & Lists

Best Town 6~ AutoMessages

BithDate: [10/11/1952 ~| Age: 54 - Commission Groups
- 4 Security Groups
Phone #1: [778 8865 #2 - 1 Atributes
- 3 Payment Types
K Preferences
Cash Drawer Session
¥ Loyalty

CommissionGraup emorsar T[]

Ermployee Id in payroll systern 1008

Hourly Rate s14.00

[ Employee works#8t hours

e

This ID number is the number you will enter into Kitomba™ on each Staff Persons record
in the Kitomba™ Admin Tab.
These ID numbers must match to ensure the correct person is paid the correct amount.

® ™ Kitomba™ Tip:
- There is a section in Kitomba™ where you can input Staff
Hourly Rates. Please note that this is for the Report purpose

in Kitomba™ only and does not export to IMS Payroll.
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1.3 Payments

To record your Commissions from Kitomba™, IMS Payroll uses Payments.
All of your Commission Plans from Kitomba™ can be totalled up and recorded into one
Allowance in IMS. This is what we call the Default Setup.

1.3.1 Default Setup

So that IMS Payroll knows what to do with the information it gets from Kitomba™ you will
need to create a new Payment.

Do this by clicking on the Company Controls button @ and create a new Payment| O | on
the navigation button bar. /

|
ile Edit Yiew Tools Help The

EHEIEEIEE R eI T @l Tax Type

should be set to

Ki issi i v 2 | [éB)] | fS B 2 3
lKﬂombaCommlssmn .............. =] 7 ﬁJ R L l ) B ]]Q|- Taxable.
Companyl Pay Points  Payments l Deductions] Audiling]
The
Description: IKikomba Commission Data Entry Code: Earnings Type
[~ Calculation Method | [ Tax Type | should be set to

(% Fixed: $1.0000 Defaultaty:h v] (¢ Taxable " Mon-Taxable Allowance.

(" Extra Emolument " Reimbursing

" Hourly: I % Df] LI " ‘Withholding Tax Overide: %

{ B Earnings:[ % ofl LI ~Earmings Type You will decide

c : " Ordinary Time ual Leave .
Annual Leave / Holiday Pay A s et whether you wish

[~ Apply Relevant Rate? " Penal Time, " Alternative Holiday Commissions

¢ Allowance (" Other Leave :
: 10000 [T i to be added into your
Factor: 1.0000 Sequence: 1 [~Accumulates Into Leave Accumulation | y y
[v ACC Liable Eamings | [~ Awverage Gross staff’s

[~ Super. Eamnings [~ Ordinary Gross <\Leave Accumulations.

[~ Apprentice Hours [™ Inc. In Current Rate This section allows
[~ Special Total this

When you create the Payments, create a new Payment for each Commission Group you
have and to save confusion, it is recommended you give the Payment the same name as
your Commission Group

File Edit View Tools Help

0] 4|5 |5t o1 [w[a[m| ©f Gl
B A <<~ =|E[6) o BlE e
Next you WI” nee d to set VCompanyI Pay Points Payments I Deduclionsl Audiling]
the Description: IKitomba Commission Data Entry Code: |COM
Calculation Method 1 Tax Type

" Non-Tazable
" Reimbursing

(% Fized: $1.0000 Defauthty:[I vi (+ Taxable
. . 4" : % (" Extra Emolument
Fixed Unit Value $1.000 Hourly:

X " Withholding Tax Overide: % [_
with a = INgs. % of >l | -Eamings Type
/  Ariel Lo TEday Pay " Ordinary Time " Annual Leave
Default Qty of | " Overtime (" Sick Leave
[ Apply Relevant Rate? " Penal Time Alternative Holiday
(¢ Allowance Other Leave

Factor: 1.0000 Seguence: ,_1 [~Accumulates Into

[v ACC Liable Eamings Average Gross
™ Super. Eamings Ordinary Gross
™ Apprentice Hours [~ \Inc. In Current Rate
[~ Special Total

ave Accumulation

The first Payment you create with IMS Payroll should be given the Reference “COM” as this
will be used for all plans that you haven’t given an ID to. You can name it what you want, but
here is why we recommend using COM.
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An important thing to note, when you are setting up Payments is that in Kitomba™ when you
set up your Commission Plans, you will have seen the field named
Reference in external wages package

Reference in afternal wages package

Pay Commission on Al rethi ™
() Marmal Commission - Usual setup

() Escalating Commission - Advanced

This is an "normal” commission. The specified commisgion rates are only applied to sales within each level below,
Click "add level" ko add a new level. Enter that starf of each level inko the "From" box - {the "To" box is automatically worked out For you)

(&) Commission Levels are set in dollars
() Commission Levels are set in number of units

From (§)

Commission % | Add Level

$150,00 10%

Commissions are calculated using/GST exclusive sales Figures
You change this setting in "Prefgrences" under the Admin Tab

Cancel Save

/

If this field is left blank, Kitomba™ by default, will include this into the “COM” Allowance in
IMS Payroll

This is the Data Entry Code from IMS Payroll. This number is assigned when you create a
Payment and can dited.

File Edit View Tools He

Dfe|e| &2 oD% 2| @ B vl

[Kitomba Commission..._| ~| ¢4 <] < || | E 8 G

(=>4

Bl alE e

Companyl Pay Points  Payments I Deductions] Auditing]

Description: |Kitomba Commission Data Entry Code: |COM
[~ Calculation Method 1 1 Tax Type

+ Fixed: $1.0000 Default Qty:|T v|| | Taxable " Non-Taxable

(" Extra Emolument " Reimbursing

" Houly: | % of | 2| | ¢ Witbhelding Tex Dvande )
{ 5 Eamings:l % of I _'_I ~Eamings Type
" Annual Leave / Holiday Pay - Drdintary Time o Apnual Leave
" Overtime " Sick Leave
[ Apply Relevant Rate? " Penal Time " Alternative Holiday
+ Allowance " Other Leave
FEE 1-000d ERiees l_f ~Accumulates Into Leave Accumulation

v ACC Liable Eamings | [~ Average Gross

™ Super. Eamings [~ Ordinary Gross

[~ Apprentice Hours [7 Inc. In Current Rate
[~ Special Total

In order for the Import to work correctly, the Reference in external wages package
In Kitomba™ must match the Data entry Code from IMS Payroll.

If the Reference in external wages package is blank, the Data entry Code from IMS
Payroll must be COM for the import to succeed.
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In IMS Payroll also, when you are using the import from Kitomba™ you will want to ensure
that the Permanent Payments section doesn’t have any payment line items that Kitomba™

provides, as the import from Kitomba™ will bring this information through

If this section has

automatically.

yments registered, you may find they double up when you do the import.

File Edit VYiew Tools Ip
Clw(@] ¢ [Blehel| | o o] B wl &
[sPEARS, Bitney ;]ﬂ“%[']"” s BB @& Blad -
[1008 bV
Slandardl F'ayrnentl Annual Leave Permanent I Notes I Totals | Historyl
Payment or Deduction |Quantity [Rate w [ Costing Code [Costing Description [Comment [ Kf-"'
i e ‘ Deéuction
Eyemide
[~ Proportional
Costing
E3m 2
giMS Payroll Partner | £ Current Weekly Wage _

A

So even though there are no registered Payments for Britney, she will receive the following

information from the import

File Edit View Togls Help
0w W] &[5 (2] @X]|%| afs W &
——f =T | [y e - . ——
[spears Birey/ ] d8| | <[> || ||| || D@ e
(008 Mghager v -
1-Open 2Jimesheets I 3-Checklnput| 4-Calculale| 5-Pleview| B-Heporlsl 7-Bank| B-Backup| S-Closel
Payment or Deduction [Quantity [Rate | Costing Code [Costing Desciiption [Date 1 [Date 2| (Da-"’ Paid For:
[ [Kitomba Service 768.33 1.0000 1000 Management Standel R (0
|_|Kitomba Retail 72.33 1.0000 1000 Management Holiday Rate: |11.86
| | Ordinary Time 54.25 18.0000 1000 Management Relevant Rate: h 1.86
| | PAY.E. 1 M -
- -l
Timesheet
Notes
(=
v
23 | (2] ¥
_Total Hours i~ Leave Balances
|Ordinary: 834.92 Penal:  0.00 Leave: 0.00 | Annual: 10.00Days Sick: B.00Dayps AltHol  0.00Days
Overtime: 0.00 Sick:  0.00 AltHol:  0.00] - . ) _ )
CIeatAI[l Message... | Import... | Global Load...l Finish... I < Back | Advancel Next > |
ﬁﬂ&}\}’sﬂﬁd to Enter Timesheets \Q Current Weeklif inéigiei . Entered //
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1.3.2 Advanced Setup : Specific Commissions
If you would like a Commission ;EI = we|w TT‘S |He'°| olx| [ole]al © al =
to appear separately in IMS o << B8 a6 Baa s '
and Kitomba™, you will need to

Companyl Pay Points  Payments IDeduclionsl Audiling[

- Description: Kitomba Retail Data Entry Code: |4
1. Create a new Paymentin Md / o
" Fixed: | ”

IMS for each separate e e
Commission you have in Ly Giede 3
Kltomba ™  Annual Le;

 Hourly:

Eamings Type:

" Drdinary Time ¢ Annual Leave

¢ QOvertime " Sick Leave

(" Penal Time (" Altemative Holiday
@ Allowance " Other Leave
Accumulates Into Leave Accumulation
|V ACC Liable Eamings | | Average Gross

[~ Super. i [~ Ordinary Gross
pprentice Hours I Inc. In Current Rate
™ Special Total

Factor: 1.0000 Sequence:

2. Then enter the Data Entry
Codes into Kitomba.

3. Don’t forget to set your
and leave options

alendar @' Cards ﬁ'}’Message Reports %Admin

(9 Administration . .
#-(3 Appointment Types ‘@ mission GI‘OI.IPS
#-(9 Business Units

You can use one Data Entry g e e
Code for multiple commissions Emmgp
H General Staff

on multiple staff. 5 o

--[E Senior Star
®- Security Groups Delete Selected Flan_| [ Edit Selectsd Plan | [ Creats Flan
#- Attributes

Description:

For example, in this system C‘VV“ Comsnes [t
Britney is in the Senior Staff R Lovaty

Commission Group in

Kitomba™

The Senior Staff Commission Group has two Commission Plans.
All Retall Witr\1 ID#4 and All Service with ID # 5

Thisis commission ra Iy applied to sales within each level bel
he "To"

tes are only appl el below, o
t start of each level into the "From box - (i box is automatically worked out for you)

matically worked out for you)

) Cortmission Levels ate set in number of units

From (3) Tod®) Commission % Add Level Frorm () To (8 Cormmission %

$150.00 Crwards 10% $500.00 15%

s are calculated using GST exclusive sales fi
“Preferences”

(Commission: sales figures
Mo change this setting in "Preferences” under the Admin Tab

Cancel | [ save Cancel | [ save

Britney can still be paid correctly as any Commission Plans with no ID assigned in Kitomba™
will be assigned to the Data Entry Code COM in IMS Payroll.

This is useful if you forget to put an ID # into Kitomba™

IMS Payroll will let you use one Payment Data Entry Code for multiple commissions with
different values from Kitomba™

In the Kitomba™ Wages Summary you will see a detailed list of Commissions with their
specific names. But in IMS Payroll you are only dealing with the final figures which means
even if you assign two staff people from two different Kitomba™ Commission Groups to the
same Payment Data Entry Code they will still be paid the correct amounts.

Using a setup similar to this one will make it easy for you to run reports on the total Retalil
Allowances and total Service Allowances you have paid to staff over a period.
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So you can also assign Kelly (who is part of the Junior Staff Commission Group in
Kitomba™!) the identical list of Allowances in IMS Payroll.
In this example, Kelly is in the Junior Staff Commission Group in Kitomba™

Calendar '@ Cards @Message R

= Adrministration =
£ Appointment Types [ &=
Group Hame:

®
#-{ Business Units
&  Message Templates
- Lists
[ AutoMessages
= £ Commission Groups
: General Staff

{22 Uunior Staft

[ senior Staf

unior Staff

Description:

©- 9 Securiy Groups

Delete Selected Plan | [_Edi: Selected Plan | [ Create Flan

=2 Altributes

-3 Payment Types

: Preferences

i=| Cash Drawer Session

JR-Retail : paid on Al Retail

< »

Commission Plans: [ 15 - appt Retail Banus : paid on Appt Retail Only

J-Service : paid on Al Service

Delete Entire Group

This Junior Staff Commission Group has three Commission Plans. As well as the usual
Retail and Service Commissions, the Junior’s get an extra bonus if they sell Retail to a

booked client they are Servicing.

A Bonus Retail with ID # 4

Hame:

IR - Appt Rosid
Reference in extemal wages package 4
Pay Commissian on Appt Retall Only

(%) Mormal Commission - Lsual sstup.

() Escalating Comrmission - Advanced

(5 Commission Levels are setin dollars
(© Commission Levels are set in number of units
From 8) To (8)

$0.00 Onwards

Comrissions are calculated using GST exclusive sales figures
ou change this setting in "Preferences” under the Adin Tab

Bonus

This is an "normal” cammission, The specified commission rates are only applisd to sales within each level below,
Click "add level” ta add a new level. Enter that start of each level into the "From” box - (the *To" box is actomatically worked out for you)

™

Commission %

| Level

5%

All Retail with ID ;lb-‘ 4

tame: Repel

Reference in external wages package 4

Pay Commission on Al Retal i

& Normal Commission - Usual setup

© Escalating Conmission - Advanced

This s an "normal’ commission, vates are only ach level belar,

=

Click "4 leel" to add & new level, Enter that start of aach level nto the "From” box - Cthe "To" box s attomatically worksd out for you)
@ Comnission Levels are set in dollars
© Cornmission Levels are set in number of units

From (§) To @)

Commissian % | ot Lever

$0.00 Onwards 10%

(Commissions are calculated using GST exclusive sales figures
IVou change this setting in "Preferences’” under the Admin Teb

Narme ReService
Reference in external wages package 5
Pay Commission on Al service =
&) Normal Commission - Usual setup

) Escalating Commission - Advanced

This is an *normal” cammission. The specified commission rates are orly applied to sales within each level below,
Click "Add leve!" ta add a new level. Enter that start of each level into the "From” box - (the *To” box is automatically warked ot for you)

) Commission Levels are set in dollars
©) Commission Levels are set in number of units.

From ) To ) Commission %

| daLeven

$50.00 Onwards 5%

(Commissions are calculated using GST exclusive sals figures
ou chang this setting in“Preferences” ndsr the Admin Tab
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So you can also assign Kelly (who is part of the Junior Staff Commission Group in
Kitomba™!) the identical list of Allowances in IMS Payroll.
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Commission %
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tame: Repel

Reference in external wages package 4

Pay Commission on Al Retal i

& Normal Commission - Usual setup

© Escalating Conmission - Advanced

This s an "normal’ commission, vates are only ach level belar,

=
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@ Comnission Levels are set in dollars
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Commissian % | ot Lever
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IVou change this setting in "Preferences’” under the Admin Teb

Narme ReService
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Pay Commission on Al service =
&) Normal Commission - Usual setup

) Escalating Commission - Advanced

This is an *normal” cammission. The specified commission rates are orly applied to sales within each level below,
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1.3.3 Running the Wages Report

When you get to the end of your pay period, you will need to run the Wages Summary.
Set the Report Dates to reflect your pay period.

! .
Calendar| {Z} Cardd &% Message‘ Reports ‘ % Admin
Sales - Breakdown by Staff Person & Categor |'~ -
Sales - Daily Sheets g
Sales - Irwoice List
Security Log Zoom: [] Show Margins
Service Statistics
Source Documents -
Statements - Customer Account Summary
Statements - Individusl Customer
StfF Lilisation
g Wages & Commission Report
Skock Item Trace Sunday, 14 Jan 2007 to Saturday, 20 Jan 2007
Stock Movement Summary
Stock Statistics Blondes
Stock Take L ales Figures caloulated by crediing servicesto: Designated sales person
stack value b Comrrissions caloulated using GET exclusive sales figures
Wages Summary
Voucher Statistics Britney Commission Group >  Senior Staff
Woucher Trace Report v Carmissions E
" Senior Staff Retail Commission : paid on All Retail
The Ring of all Uages report Sales from All Retail = $873.33 (excl GST)
Target $150.00 10% on sales above target $723.33 at 10% = $72.33
Senior Staff Retail Commission commission = $72.33
Senior Staff Service Commission © paid on All Service
Stark Date: 14-Jan-07 Sales from All Service = $5,622.22 (excl GST)
f— Target $500.00 15% on sales above target $5,122.22 at 15% = $768.33
noDate: 20-Jan-07 Senior Staff Service Commission commission = $768.33
u Commissions Tatal = $840 67
Credit Servicss o R R
Wages: $654.50 46.75 hours & $14.00 per hour
chaw 40 Commissians: Britney — Wages plus Carmmission = $1,485.17
Christina Commission Group -»  Senicr Staff
Commissions
Senior Staff Retail Commission : paid on All Retail
Sales from All Retail = $891 60 (excl GST)
Target $150.00 10% on sales above target $841 60 at 10% = $84.16
Senior Staff Retail Commission commission = $84.16
Senior Staff Service Commission : paid on All Service
Sales from All Service = $1,253.33 (excl GST)
Target $500.00 15% on sales above target $753.33 at 15% = $113.00
Senior Staff Service Commission commission = $113.00
Commissions Total = $197 18 =
<] m | [2]
(e 4L Vel

Click Execute and the ort will be shown on screen.
Check your figures and click’Export to put this in a format that IMS can read and give the file
a name.

After you have checked your figures, click Export to put this in a format that IMS can import
and give the file a name.

When you save your file, it is advised that you save it in a folder that you can find again
easily.

You will have to give your exported file a name and it will be a .csv file.
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1.3.4 Importing the Commissions

Now that you have setup IMS Payroll and Kitomba™ to communicate, after clicking on
Payroll Processing and opening your pay period, you can then import your Wage Summary
in the Timeshe creen by clicking on Import

File Edit View [Tools Help

Cle @] d]=a @)% % olla B Wl &
ecuiers e ~] 48 <[ <[> v | BB @b/H BB
1007 Stylist /

1-Open  2-Timesheets l3-CheckInput| 4-Calculate | 5-Prev/ewl E-Reports | 7-Bank | 8-Backup | 3-Close |

Payment or Deduction Quantity |Rate /| Costing Code | Casting Description [Date 1 |Date 2/ | | Days Paid For:
|| = | Standard: 5.00
1= Holiday Rate: | 0
Relevant Rate: I 1]
m Timesheet
Notes
El
2

€] 2]

_Total Hours — Leave Balances

\Ordinary: ~ 0.00 Penal:  0.00 Leavej:/ 0.00 | Annual: 16.50Days Sick: 10.00Days AltHol:  1.00Days

Overtime:  0.00 Sick:  0.00 AltHolf 0.00

— B—
CIearAII' Message... | Import... ‘ GIobaILoad..‘I Finish... | < Back I deancel Next > I
Allows you to Enter Timesheets I& Current Weekly Wage 1i Entered
= =

When the Import Dialogue box appears, you should check that it is set to
Match Employees by Employee Number

\
IMS Time Import versioh 2.321

hiz will guide you through the steps required to import
timesheet transachions from a time recording system

Select the name of your Time Recording System :
| C5y [Comma Delimited) ~|

Seftings... |

" Emplpyee [0 " Both
(* Employes Number

”Match mployees by. ..

< Back Cancel

/"

Then click the NEXT button.
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The next step of the Import is to point the importer to the .csv file that you exported from
Kitomba™ by clicking the Browse button and finding the file.

IMS Time Import version 2. 321

Timeszheet sactions fram the interface file wil be
added into the chwent pay period.

Select the filename and p. or the interface file:

C:ADocuments and Settings\lrﬂﬂgqc:\h’ly Docume

Browse. . |
MNote:

To delete all previously imported transactions
before importing this file, click "Nest" then click the
buttan

"Delete Previously Imported Tranzactions'.

|f the button iz dizabled there are no imparted
tranzactions to delete.

£ Back Cancel

2

7
Then click the NEXT button.

IMS Time lmport version 2.321

Tao delete all previously imported timeshest data click
the buthot below...

Delete Freviouzly Imported Transactions

That's all the information required for the Time Import.

Fress Finish to import the Timesheet transactions, or
Cancel to abandon withaut imparting.

<Back | Finish i Cancel

Then click the FINISH button.

-

Import Successful

-,

\E) The Time Import Wizard has successfully impaorted 15 time recordis)

When you see the success dialogue above, the Import has succeeded arWFOK.
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With a successful import, you will see your employee records should now have all of the

correct hours, hourly rates and commission figures updated.

[Ex
=B

File Edit Yiew Tools Help
|2] o|] (el affm| ®

a

[SPEARS. Briney <] IR ‘ ,;,'-j

[ | e ¥
O ||| &
B & Bad s

[?107087 * Manager

1-Open  2-Timeshests I3-Check|nput| 4-Ca|cu|ate| 5-Preview] B-Heponsl 7-Bank| B-Backup] S-Closel

Days Paid For: —
Standard: 5.00

Holiday Rate: |11.86

Relevant Rate: |1 1.86

Timesheet

Notes

Payment or Deduction IQuantily ]Hate ICosling Code ICosting Description ]Date 1 IDate 2
_|Kitomba Service |768.33 1.0000 1000 Management
[ Kitomba Retail 7233 1.0000 1000 Management
1 Ordinary Time 54.25 18.0000 1000 Management
PAY.E. M
l
—
=l
(™)
| (2]
~Total Hours |~ Leave Balances
Ordinary: 894.92 Penal: [ 0.00 Leave: 0.00|Annual: 10.00Days Sick: 6. ays AltHol  0.00Days
Overtime:  0.00 Sick: | 0.00 AltHol 0.00|
CIearAIII Messag}... I Import... ] Global Load...l Finish... I < Back I X\vance‘ Next > I
L A\

Allows you to Enter Tin‘fesheets ﬁ Current Weekly Wage

@ Entered |

You will see that after the import, the hourly rate is filled in, Kitongba™ will have also brought
in the number of hours your staff have worked and their commission amounts.

Once you have completed the pay adjustments, continue your normal process including bank

transfers/direct credits, payslip printing and Filing Pay’s.
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