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For more information about WagesPlus™ and other Leyton
products and services, please visit our website at
www.leytonms.com or contact

Leyton Microcomputer Services
Unit A4, The Sands Complex
Basseterre, St. Kitts

Tel: (869) 466 4618

Fax: (869) 466 4618
leyton@leyonms.com

WagesPlus™ is a registered product and propriety software
of Leyton Microcomputer Services. No material describing
such software may be produced or distributed without
written permission of the owners of the trademark and
license rights in the software and the copyrights in the
published materials.

This documentation of the use of the WagesPlus™ is
provided for the clients of Leyton. No part of this
publication may be reproduced, stored in a retrieval system,
or transmitted, in any form or by any means, electronic,
mechanical, photocopying, recording, or otherwise, without
the prior written permission of Leyton.

The information available in this document is current as of
dd MMM, YYYY.
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Preface

WagesPlus™ is a Windows®-based customisable solution
that meets the payroll needs of businesses in the Caribbean.
WagesPlus™ can accept data directly from the keyboard or
an imported file and use these data to generate payroll
calculations and various customer-defined reports.
WagesPlus™ is available for standard businesses or for
specialised sectors such as hotels or building contractors.

Leyton’s electronic time card system can be integrated with
WagesPlus™ to eliminate the need for manually recording
and entering employee hours.

When you have questions about any item, help is only a
click, call or e-mail away.

This manual, the WagesPlus™ Users’ Guide provides
instructions for the generic aspects of the systems. It will
guide you on how to log-on to the system, enter data in the
various fields, perform calculations and produce reports.

WagesPlus™ Companion Products

The WagesPlus™ family of products includes two
other products that are available for purchase by
WagesPlus™ clients. Contact our offices for more
information about the availability of the following
products:

¢ Time Management System (TMS). With
TMS, employees can clock in on their
computers and the information is instantly
captured in the payroll system. This
eliminates the need for manual inputs.
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9 Short-Cut Keys

Key Action

Alt+S To Save
Ctrl+A To open the Payroll Actions window
Ctrl+N To open the Add New Employee window
Ctrl+O To open the Open Employee window
Ctrl+P To Print a Report
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8 Additional Customisable
Options

Additional options for Employee Details

e Deduct Social Security and Taxes: allows you to
exclude an employee from taxes

e Employee pays Social Security and taxes: allows you
to indicate that taxes are paid by the employee

® Include on Service Charge: applicable to companies
that pay service charge

Figure 26 below illustrates some of these options

Figure 26: Additional Options for Payment Method
Worker, E]@E]

The chosen date format is mm./dd/yy
Date of Employment: [N ID.{z437 5. 5. Number|

First Name: | LastName: |
Address: | Addiess: |

Date of Bith: [ 77 Sex [Female =~ gll:rlii: [Single | Phone: |

Type of Work: | Department — [ADMIN STAFF =l
Remaining Paints: 0.00
Pay §:[ 000 [Fonightly 2| FUECEETTY e, =
Fized Allowance: 0.00 TMS Password: = [y Deduct 55 and Taxes [~ Supervisor?
il 8 [ Teamleader?

Enaned 000 10um Leader: 4
Building: Dominica C1 =

Papment Method: [ g - Ba*:’m Acc No:

Cummudalive Totals Gross Pay: [ Holiday Pay: [ Days worked | gays i

n

T Employes Worker's =

Allowance Shilts. Erst Nest Deductions | Benks-- |  Depatment Save | fese |
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®  Full Service Payroll Bureau. This service is
offered to clients who wish to outsource
their payroll processing. Data can be
submitted electronically or otherwise and
captured into WagesPlus™

NOTE: Because WagesPlus™ is customised to each client’s
needs, this guide only documents the basic functionality of
the system.

To get an idea of the additional features associated with
various options, refer to the section of this guide entitled —
Additional Customisable Options. There you will find
information on the several options available with
WagesPlus™ and which may be applicable to your
organisation.

Conventions used in this Users’ Guide.

e All main menu options are in block capitals and
italicised. For example: FILE

® All menu options on main menus are emboldened.
For example: New Employee

e All labels for dialog boxes are italicised. For
example: Pays:

e All screen names are underlined. For example:
Method of Payment

e All list names are placed in inverted commas. For
example ‘Sex’, ‘Frequency of Pay’ and ‘Banks’

e All names for action buttons are in block capitals
and emboldened. For example CANCEL, CLOSE,
SAVE.
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e All box/list options are in double quotes. For
example: “Fixed per Day”

@ This symbol is used to draw your attention to an
important note

Moving around the data entry windows

You can move from one data entry box to another by
pressing the TAB key on your keyboard.

You can use the cursor keys P < AY to move from
one item on a list to the next.
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2. In the screen that appears (See Figure 25), enter

any part of the employee’s name

3. Click on the button labelled FIND FIRST or FIND
NEXT as is appropriate. The appropriate name will
appear on the list.

Figure 25: Selecting an employee from the Employee List

% Employee List 32 employees @

Worker10lz, CRAIG 41 DIDIER LANE BASSETERRE T

Workerl0l5, KIMARSHA UPPER PENVILLE BASSETERRE

Workerl040, MICHELLE BASSETERERE

WorkerlO4l, INESE BASSETERRE

Worker£as, SAFIYA 80 INDEPENDENCE STREET BA

Worker7l6, NYOMI 36 WATTY'S LANE BASSETERR

Worker7l3, ESLIE WALLHOUSE BASSETERRE

Worker7Zl, JENILLIA MAAHUT BASSETERRE

Worker?736, HERLYN 54 BENJAMIN LAMNE EBASSETER

Worker762, MAHALAL 24 LOUISVILLE BASSETERRE

Worker786, CARL MADRELLE BASSETERRE

Worker799, KIRMY GEMEVA HOUSE BASSETERRE

Worker802, ROEERT CHECFHALL BASSETERRE

Worker2l5, ELIZABETH LOUBIERE BASSETERERE

Worker2ls, CHEETER WYKIES GAP BASSETERRE

Worker845, LECTRICIA 3 PELIX LANE BASSETERRE

Worker850, LESER CAMPBELL VILLAGE BASSETER

WorkerS55, OMALL ZLFOND COLE HOUSING SCHEM

Worker8?2Z, CHRISTINE 36 CITRONIER BASSETERRE bl

Eind DK Cancel
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7 General Notes

Contents

Selecting the Payroll Date

You can move from one payroll date to another by simply
pressing the ‘+’ and ‘=* on your keyboard while the cursor is
positioned in the date field.

Changing the Time
When entering hours for a payroll, you can quickly change
the times worked as follows:

1. To increment the highlighted time by one hour,
press the right arrow P> key

2. To decrement the highlighted time by one hour,
press the left arrow <« key

3. To increment the highlighted time by ten minutes,
press the ‘+’ key

4. To decrement the highlighted time by ten minutes,
press the ‘=“ key

5. To increment the highlighted time by one minute,
press the up arrow A key

6. To decrement the highlighted time by one minute,
press the down arrowv key

Selecting an Employee from the Employee List

To select an employee from the employee list:

1. Type the name of the person, last name first.
Alternatively, you may click on the button labelled
FIND.
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Figure 24: Adding a User

= Adding a User

TMS Access Only

4. You will not be allowed to delete a user that is
currently logged into the WagesPlus™ system.
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6 User Maintenance

List of Figures

WagesPlus™ has a security system. You may from time to
time need to add new users or remove users from the
system.

To add or remove users:

1. Select Users from the MAINTENANCE menu. A
screen will appear (See Figure 23) with a list of the
persons authorised to use the system

Figure 23: User Maintenance

Maintnance of Users

Leyton Supervisor

View Only Viev Only
HOurs Only Enter Hours Only

N

To add a new user, click on the button labelled
ADD. In the window that appears (See Figure 24),
enter the name of the new user and their password.

w

To delete a user, select the appropriate user from
the list and click on the button labelled DELETE.
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Figure 22: Setting up Deductions

€ Social Security and Levy Constants

Lower Boundary on Employee's Age: [[f~ wrs.  Upper Bounday on Employee's Age: [52 wrs.

Levy Percentages: Minimumn Salary for paying Levy:

Employee’s Levy Percent: 300 z Daily Paid Workers: $ (23076
Employer's Levy Percent: 300 % Bi-monthly Paid Workers: $ [500.00

Employee's Levy Percent for 300 % Fortnightly Paid \Workers: $ [45152
old and young employees:

E 's Levy Pecent for R % Monthly Paid Workers:  $ [1000.00
old and young employees:

Employee's Levy Percent for ] %  Employee's Levy for Bonuses ] %
persons who are Director's Only: 800 paid in Chiistmas: 800
OnAmounts over per month: $ [g500.00  pay an additional [5 op %

On Amounts overpermonth: $ [739300  pay an additionak [7.00 % %

Employee's Social Security Percent: |5Aw % Employee's SS Percent for old 0.00

. and young employees: -3
Employer's Social Security Percent: |5m %
Minimum Salary for paying Levy  $ |m_'o_m
on Christmas Bonus:

Employer's SS Percent for old 1.00
young employees:
Maximum Salary on which SS is

Wages

Severance Pay Percentage: [loo % Paebie $178000.00
&, | e [[soe ] oo
Plus™ Users’ Guide 37 |Page



To add a new Deduction:
2. Click on the button labelled NEW

3. Enter the name of the new Deduction in the box
labelled ‘Description’.

4. Then click on the button labelled SAVE.

5. Click on the button labelled CLOSE when all of your
changes have been made.

To change the name of an existing Deduction:

2. Select the institution from the list. The current
description will appear in the box labelled
‘Description’.

3. Change it as necessary
4. Click on the button labelled SAVE.

5. Click on the button labelled CLOSE when all of your
changes have been made.

Setting up Social Security and Levy Constants

The system uses a number of constants in calculating Social
Security Contributions. If there is a change in the policy of
the Social Security Board for the calculation of Social
Security Deductions, you may change these constants by
selecting Levy Constants from the SETUP menu of the FILE
menu.

® Note, you should only change these in the event of
a change in policy.

Changing these under any other circumstances may cause
incorrect calculations in your Social Security Calculations.

Figure 22 on the following page illustrates how the Social
Security constants for St. Kitts and Nevis are setup.
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1 Getting Started

Welcome to WagesPlus™! You will find that this product
satisfies all your payroll needs. To log-on to WagesPlus™

1. Double-click on the WagesPlus™ icon
Figure 1
on your desktop.

Figure 1: WagesPlus™ icon
2. When the system loads, you will be asked to enter
your username and password. The username of the
last person who used the system will be displayed.

3. Select your username from the list of usernames
and enter your password.

If you are using WagesPlus™ for the first time, you may not
be listed as a user. Ask a registered user in your company to
login and add you to the users list. See the section on User
Maintenance on Page 38 for more details.

2 WagesPlus™ Main Menu

Figure 2: WagesPlus™ Main Menu Options

€ ABC Company Leyton Wages Plus
{File Edt ‘Worker Actions Payroll Actions Maintenance Tools Window Help

MEEFIL

&) &)

|Print Reports

Make Payroll

Enter Hours

Open Employee

Add New Employee
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3 Setting up a Pay Record

This section provides instructions on how to enter all the
relevant details for a new employee, set a rate of pay, a
frequency of pay, method of payment, and select the bank
where the pay will be deposited.

Adding a New Employee
To add a new employee to WagesPlus™
1. Select New Employee from the File menu or press
the short-cut keys Ctrl+N on your keyboard.

Alternatively, you can click on the [ icon on the
toolbar. The screen depicted in Figure 3 will appear.

Figure 3: Adding a New Employee

EMPLOYEE ] (=[]
The chosen date format is mm/dd
Date of Empioyment: [ 7 7 10.205 .5, Number|

FistName: [~ LestNomer |
Addess [ Addess |
Dateol Bath[ 77 Sex [Female ] Mantal [singe | |

Type of Work: Depatment [ =]

Pay &: 0.00 |Hm :] Per hour every week

Entertanment Allowance: 0.00 [~ Boad of Directors Only

Payment Method: [Cagpy ~| | Bark [Baclaps Bank =] AccNo |
Type of account

Branch = P s

¢ Loan € Unknown

Cumenulative Totals Gross Pay: I Hobday Pay: | Dnys worked goiday Pay
in 2008 ays
_New | _Ne# | Erpioyeets
Find | Previo ’I Deductions Banks Department Save Close
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Figure 20: Setting up a Companny

Copoy | =

Description: [ABC Company]

Address: |#3 Business Street
Town: [Basseterre

S. S. Number:

Setting up Deductions

When entering deductions for an employee for a fixed
amount to be deposited to a non-bank institution, you may
add to the list of institutions that is displayed.

To setup deductions:

1. Click on the button on the appropriate form
labelled Deductions. You may also access this
option by selecting Deductions from the SETUP
menu under the FILE menu.

A window will appear in which you can add and edit
information about a Deduction. A list of the Deductions
already in the system will be displayed near the top of the
window. See Figure 21.

Figure 21: Setting up Deductions

Deductions GRS -

Description:  [COURTS
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To change the name of an existing category:

1. Click on the button labelled CATEGORIES. You may
also access this option by selecting the third option
from the SETUP menu under the FILE menu.

2. A window will appear in which you can edit
information about categories. A list of the
categories already in the system will be displayed
near the top of the window.

3. Select the category from the list. The current
description will appear in the box labelled
‘Description’. Change it as necessary, then click on
the button labelled SAVE.

4. Click on the button labelled CLOSE when all of your
changes have been made.

Setting up a Company

The name of the company appears on the top of each
printed report. In addition, the company’s name address
and social security number appears at the top of the Social
Services Levy form. You may change this information if
necessary.

To setup the Company:
1. Select Company from SETUP under the FILE menu.

2. In the window that appears (See Figure 20), enter
the company’s name, address, and social security
number as required.

3. Click on the button labelled CLOSE when all of your
changes have been made.
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2. Enter the requested information. Press the TAB key
on your keyboard to move from one data entry field
to another. Use the arrow keys on your keyboard to
move up and down the lists for ‘Sex’, ‘Frequency of
Pay’, ‘Banks’, ‘Department’, ‘Payment Period’, and
‘Marital Status’.

3. When all of the information has been entered, click
on the button labelled SAVE or press Alt+S from
your keyboard.

4. Click on the button labeled CLOSE to exit this
screen. Otherwise go back to Step 2 to begin to add
information for another employee.

Setting Rate of Pay
Enter the amount earned by the employee into the box
labeled Pay$: Then select the rate of pay:

e |f the employee is paid by the hour, enter the
hourly rate, e.g. $5.

¢ |f the employee is paid by the day, regardless of
what portion of the day they may have worked,
enter the daily rate here

¢ |f the employee is paid on a weekly, fortnightly,
bi-monthly or monthly basis, enter the respective
rate that applies.

Setting Frequency of Pay

You will need to perform this operation to specify how often
an employee should be paid.

To set the Frequency of Pay:

1. From the list labeled Per: Select the frequency that
relates to the rate that you entered. See Figure 4.
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@® Note that there is a fixed number of options for the
frequency of pay that are applicable to your
company. See Additional Customisable Options
section on Page 40 for all available options for this
feature.

Figure 4: Setting frequency of pay

Weekly w| Per hou every week
W
T — r

It is very important that you select the appropriate options.
If you are unsure, refer to the record of another employee
who is paid according to the option you want to set.

Payment Method

You will need to perform this operation to determine how an
employee should be paid, whether cash or a direct deposit
to a specified bank.

To set the Payment Method:

Select the appropriate method of payment for the
employee. See Figure 5. This selection will be associated
with Cash or Direct Deposit data processing.

Figure 5: Payment Method Options

Pagment Method: [ Direct Deposit =l

Cash
Che:
Jrect Depost
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3. Change it as necessary then click on the button
labelled SAVE.

4. Click on the button labelled CLOSE when all of your
changes have been made.

Setting up Categories/Location

Your company may categorise its employees in one way or
another. For some companies, each employee may be in a
particular category or department or location. When you
are entering information about an employee, you must
select the category, department or location to which they
belong. If necessary, you may add to the displayed list of
categories.

To set up categories or location, click on the appropriate
button labelled CATEGORIES, LOCATIONS or
DEPARTMENTS.

To add a new category:

1. Click on the button labelled CATEGORIES. You may
also access this option by selecting the third option
from the SETUP menu under the FILE menu.

A window will appear in which you can add
information about categories. A list of the
categories already in the system will be displayed
near the top of the window.

2. Click on the button labelled NEW.

3. Enter the name of the new category in the box
labelled ‘Description’.

4. Then click on the button labelled SAVE.
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selecting Banks from the SETUP menu under the
FILE menu.

In the window that appears, add or edit information about a
Bank when the list of the banks appears near the top of the
window. See Figure 19

Figure 19: Setting up Banks

€ Set-up @@@
Borks <

Description:  |Bank of Nova Scotia

Address: [

Town [Bassetene

To add a new bank:
2. Click on the button labelled NEW

3. Enter the name of the new bank in the box labelled
‘Description’

4. Enter the address of the bank then click on the
button labelled SAVE.

5. Click on the button labelled CLOSE when all of your
changes have been made.

To change the name of an existing bank:

2. Select the bank from the list. The current
description will appear in the box labelled
‘Description’
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¢ |f you indicate that the employee is paid by “Cash”,
this employee’s name will be included on the Coin
Breakdown List report.

e If you indicate that the employee is paid by “Direct
Deposit”, select the appropriate Bank and enter the
employee’s account number.

Figure 6: Selecting a Bank

Bank 5k N4 NationalBank v | AcoNo [4575.8389

Bank of Nova Scotia

Caribbean Banking Co

Credit Union

Development Bank of St, Kitts-Mey
First Caribbean Intermational Bank

Royal Bark of Canada

S5.K.N.4, National Bank
St Kitts Ca-opetative Credit Union

Adding a New Bank

You will need to perform this operation if a new bank begins
operation in your country, or an already existing bank
changes its name.

To add a new bank to the existing list of banks do the
following:

1. If the bank you wish to select does not appear on
the list of banks (See Figure 6), click on the button
labelled BANKS at the bottom of the New Employee
window. (See Figure 3 on page 2)

2. In the window that appears, add the details for the
new bank(s).

3. Click on the button labeled CLOSE to close this
screen. When you close this screen, any added
banks will now appear in the list. See the section on
Setting up Banks on Page 31 for more details.
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@ NOTE: If only a fixed portion of the employee’s
salary is to be deposited to a bank, you should enter
the Direct Deposit amount as a deduction. See the
section on

® Entering Deductions on Page 17.

Editing an Employee’s Information

You will perform this procedure if you wish to quickly view
the details of an employee or to update the details with
changes, additions or deletions. Go to Section 3 if you wish
to add a New Employee.

If you wish to view or edit the details of an employee’s
record, perform the following steps:

1. Select Open Employee from the FILE menu, then
press the keys Ctrl+O from your keyboard or click
on the & icon on the toolbar

2. Select the appropriate name from the list of
employee names that appears. See the section on

3. Selecting an Employee from the Employee List on
page 40 for more details.

4. When the selected employee’s name is highlighted,
click on the button labeled OK.

5. In the screen that appears (See Figure 7), edit the
employee’s information. Remember to use the TAB
key on your keyboard to move from one data entry
box to the next.

6. When all of the information has been edited, click
on the button labelled SAVE or press the keys Alt+S
on your keyboard.
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e a3 percentage of their gross salary

e apercentage of their gross salary for the year to
date.

7. Finally, enter the dollar amount or percentage in
the box.

If, for example, you wish to pay a bus allowance of
$3.50 per day worked to all daily paid employees
who live in Sandy Point, you would check the box
labelled Address as the basis for the allowance, and
choose “Sandy Point” from the list of addresses.
Next, you would select the option “Fixed per Day”,
and in the box below this option, enter 3.5.

8. When all of the information has been correctly
entered, click on the button labelled SAVE to save
your work.

If you wish to see the effect of any changes to Allowances,
you will have to remake the affected payrolls. See section
on Make Payroll on page 23 for more details.

Setting up Banks

For employees who receive their wages by direct deposit,
you must select a bank to which their pay is to be
deposited. When the Bank List report is printed, their name
and account number will be included in the letter to the
bank.

Alternatively, you may be entering deductions for an
employee for a fixed amount to be deposited to a bank.

In either situation, if necessary, you may add to the list of
banks that is displayed. To setup Banks:

1. Click on the button on the appropriate form
labelled BANKS. You may also access this option by
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2. Enter a description for the allowances, for example,
“Bus Allowance”.

3. Select the way this statutory allowance should be
treated for the purposes of Social Security. If you
select “Include before taxes”, from the box labelled
Type, Social Security amounts will be deducted from
this allowance.

4. Enter the dates on which you wish this allowance to
begin and end. If, for example, you are paying a
Christmas bonus, simply enter the start and end
date as the dates of the payroll for which the bonus
is to be paid.

5. Enter the Basis for this allowance, i.e. which of your
employees should receive this allowance. This may
be based on the number of days worked over a
certain amount, the department in which they
work, the town in which they live', and/or their rate
of pay.

You may select any or all of these bases, but you
must select at least one. Hint, if you want the
bonus to be paid to all employees that work, check
the box labelled Number of days worked over, and
enter 1.

6. Select the appropriate option for the Amount of the
bonus. The bonus may be:

e Fixed per payroll
® Fixed per day worked

* A multiple of the employee’s rate of pay

! This option is useful for bus allowances. Please note that the addresses
shown are based on the addresses entered in the second address box for
the employees.
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7. Click on the button labelled CLOSE to exit this
screen.

Figure 7: Editing an Employee’s Information

JOHAN SEBASTIENNE B@EJ
The chosen date format & men/dd
Date of Enploymen: [URIER  |E 10-fisz 5.5, Numbe( 136624
FistName:  [IoHaN LastName:  [SERASTIENNE
Address: [BAMBOD ST MOLINELE Address: ST KITTS 6654736
Date of Btk [02/15/1951 5% [Male =] Martdl [5nge =] Prene: [485.7118
TweofWork [MaSON  Depatment | =]
Pa$i[ 112500 [Houly | Pt hous every wesk
Entestainment Allowance: | 000 [ Board of Diectors Only
Payment Method: [Died Deposit _ﬂ Bank: [Ftoyal Bank El AccNo |
Type of account
Branch [Fon Strest @ Chequng (" Savings
" Loan ™ Unknown
Cummudative Totals Gross Pay: 5000 Heidey Pay [~ 000 D%W 0.00 Eoﬁdar' Pay 0.00
in a
_Hew | _Met | npiopeets
: Barks.. | Depastent LClose
Find | Previous| Deduction: Save

® NOTE: you can use this screen to access the
Employee Deductions. The section on Entering
Deductions on page 17 provides more details.

® You can use the navigation buttons labelled NEXT,
PREVIOUS and FIND to quickly go to another
employee’s record. The employees’ records are in
alphabetical order of their last names.

Use NEXT to take you to the information for the
next employee that alphabetically follows the one
you are currently viewing. PREVIOUS takes you to
the employee’s information that precedes the one
that you are currently viewing.
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Use FIND to go to the records of a specific
employee. You will be asked to enter the name of
the employee that you would like to find. You can
enter any part of the employee’s name. If you enter
the full name, type in the Last name then the First
name, separated by a comma. For example: Brown,
John

Dismissing an Employee
You will perform this procedure if an employee no longer
works with the company.

To Dismiss an employee, perform the following steps:

1. Select Dismiss from the EMPLOYEE ACTIONS menu.
A list of current employees will appear. See Figure 8

2. Select the name of the employee to be dismissed
and click on the button labeled Dismiss.

3. When you are prompted, enter the date on which
the employee was dismissed. This is important for
salaried employees as it determines the payroll for
which they will be included.

4. Click on the button labelled CANCEL when you have
selected all the employees that are to be dismissed.
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5 Setup

WagesPlus™ uses a number of lists and categories. The
SETUP menu gives you the opportunity to change a few of
those lists and categories.

Setting up Allowances

You may pay your employees a regular allowance each
payroll, based on a number of characteristics about a
worker. To set up Allowances:

1. Select Allowances from the SETUP menu under the
FILE menu. A window will appear in which you can
design the type of allowances that you wish to be
paid to your employees. See Figure 18

Figure 18: Setting up Allowances

% Allowances QE|E|

Alowances: |1}sislmas Bonus 2007 :J The chesen date foemat i 'mm/dd/ywy’

Descripbiorc [Chisienas Borus 2007 Eox ll paprolls between{12/21/2007

Type: |Imlude before Lawes ,.ll and 1752000 @l

e [worronr ]
Pay: W I Addess r

Toital Hours Worked [— paproll, [ Inchide dismissed employess?
I over - i ;

I~ Depatments: "

Amourts: ——
" Fived at: " Fived Per Hour: - sucurdags_r D&n‘ﬁrusspay
" Fixed Per Day \Worked: o~ Multiple of Emplopee's il
™ Exchida'Waskand Rate: Gross Pay fromc (20172007
300 X . Percantage of Gross Pay for ;
's Cotrer Sedary Ic 1243172007
Erequency  [Every Paprol | O =] Close
Delte || New || [savel
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Additional Available Reports

Report Name \ Report contents

Bank Disk

Electronic version of the Bank and
Deductions list.

Payroll Journal

This is an accounting report designed
according to the needs of the client.

Payroll Summaries

Payroll information summarised by date
(for example, totalling all information for
the last month) and/or by employee, for
example, totalling all employee data for a
specified period
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Figure 8: Dismissing a Worker

% Employee List 340 employees

[Uorker1000, NATASHIA 7 LOT BATH ESTATE BASSETE A
WorkerlCQdl, NIGEL 48 CITRONIER BASSETERRE
WorkerlQQZ, NIGEL SOLOMON HILL BASSETERRE
WorkerlO0Z,. LENDEL P.0.BOX 4Z6 BASSETERRE
WorkerlOO4,. JUDINA 3 STREET CANEFIELD BEASSE
WorkerlOOS, CANDICE HASSACRE BASSETERRE
Horker 1006, SHERLYNE 41 CANEFIELD HOUSING BASS
Horkaerl007, ANICEAR 10 RAWLEE LANE BASSETERERE
Worker 1008, CARLRE PEMBROKE ST. ZICACH BASSE

100%, ANESSA 1l CREENE LANE BASSETERIRE
WorkexrlOlO, LUCIEN EDEN RODAD BASSETERPE
WorkerlOll, SHAKIDMA SALISBURY BASSETERRE
WorkexrlQl3, HEYWOOD 44 12 STREET CANEFIELD E
WorkerlOl4, HENDRICKH 22 KINGS LANE BASSETERRE
WorkerlOlé, SHARIAN STOCKFARM BASSETERRE
WorkerlOl7, SAINORA 10 HIGH STREET BASSETERRE
Workerl018, STELLA POINTE MITCHEL BASSETERRE
WorkerlOlS, TANNER HORNE PROSPER BASSETERRE
WorkerlOZ0,. DONNA 40A HILLSBOROUGH ST. BASS W

o | o |

@® Note that when you Dismiss an employee, their
details are not deleted from the database. All that
happens is that their record status in the database
changes from active to inactive. As such, you can
reactive the employee’s status by performing the
steps for the Rehire procedure.

Rehiring an employee

You will perform this procedure if an employee who left the
company was subsequently rehired. These steps reactivate
the employee’s record.

To Rehire an Employee, perform the following tasks:

1. Select Rehire from the EMPLOYEE ACTIONS menu.
A list of previously dismissed employees will appear.
See Figure 9
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Figure 9: Rehiring a Worker

€ Employee List 32 employees

41 DIDIER LANE B
UPPER PENVILLE B

Workerl040, MICHELLE BASSETERRE

WorkexrlO4l, INESE BASSETERRE

Worker688, SAFIYA 80 INDEPENDENCE STREET EBa

Worker?716, NYOMI 36 WATTY'S LANE BASSETERR

Worker719, ESLIE WALLHOUSE BASSETERRE

Worker721, JENILLIA MAAHUT BASSETERRE

Worker736, MERLYN 54 BENJAMIN LANE BASSETER

Worker762, MAHALA 24 LOUISVILLE BASSETERRE

Workex786, CARL MADRELLE BASSETERRE

Workex?799, RIRMY GENEVA HOUSE BASSETERRE

Workex809, ROBERT CHECKHALL BASSETERRE

Worker2lS, ELIZABETH LOUBIERE EBASSETERRE

Worker818, CHESTER WYKIES CAP BASSETERRE

Worker848, LECTRICIA 2 FELIX LANE BASSETERRE

Worker850, LESER CAMPBELL VILLAGE BASSETER

Worker855, OMARA Z1lFOND COLE HOUSING SCHEM

Workers72, CHRISTINE 36 CITRONIER BASSETERRE s
Find I Rehie | Cancel ’

1. Select the employee to be rehired and click on the
button labeled Rehire.

2. Click on the button labelled CANCEL when you have
finished.
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4. Click on the button labelled SHOW to view the
reports on the screen, or PRINT to send the reports

to the printer.

Some Basic Reports

Report Name ‘ Report contents

Payroll

Shows details of payment for each
employee on the chosen payroll. This
might include number of hours worked,
and so on. Each client determines what
fields they would like to see on this report

Hours List

Shows a list of hours worked for this
payroll, including the number of hours for
overtime, public holiday and so on.

Employee Details

Shows information on the employee’s
permanent record. You have the option to
print a list of employee name and social
security numbers or a detailed list of
employee information including date of
birth, rate of pay and so on.

Bank and Deduction List

These crucial reports are designed as
letters to each institution to which the
employee has requested that money be
sent.

Payment History

Shows the same details as on the payroll
report, but for each employee for a
number of payrolls within a time period
specified by the user.

Statutory Report

These reports are prepared for submission
to the social security board, NIS schemes,
government and so on.

Cheque List

A list of persons for whom cheques have
been written.

Coin breakdown list

A breakdown of the currency
denominations needed to meet the
payments to employees paid by cash

WagesPlus™ Users’ Guide
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4 Printing Reports

3 Creating a Payroll

WagesPlus™ comes with a number of payroll reports. These
reports may be viewed on screen or sent to a printer. To
access these reports:

1. Select Payroll Reports from the PRINT menu under
FILE, press the short-cut keys Ctrl+P from vyour
keyboard or click on the & icon. A window will
appear (See Figure 17)

Figure 17: Printing Reports

< PayrollReports EBX
[Payrol | [Weeky ~] Date [03/05/2008 Show
Emplopee Detals ~ !
Holday Pay
Hous List
Paymen Histor
Payrol Jounal
aytoll Summary
Paysips ~
Setup Pagrol Pirt Close

A list of reports appears on the left and the payroll
date in the middle. If your company prepares
separate payrolls, a list of the types of payrolls will
appear near the right of the top of the screen.

2. Select the report to be printed from the list.

3. Select the appropriate payroll date

26|Page WagesPlus™ Users’ Guide

This section provides instructions on how to set up a payroll
cycle. Whether your company pays its employees on a daily,
weekly, fortnightly, monthly daily basis, or other specified
cycle, the steps are given below.

@® Note that WagesPlus™ works in batch mode. This
means that your actions will not go into effect
immediate as they are changed. WagesPlus™ allows
you to make as many entries and changes before
you indicate that these actions should be executed.
This is designed to make the payroll generation
process go much faster

You should enter the Employee time, Deductions,
Allowances and Vacation Pay and then Make Payroll
to see the effects of any changes.

Entering Time Worked for a Payroll

To create a payroll, you must begin by entering the
employee’s total time worked.

@® Note that if you are creating a monthly payroll and
your monthly employees do not receive overtime,
this step is not necessary.

To enter an employee’s time worked, do the following
steps:

1. Select Enter Time from the PAYROLL ACTIONS
menu. If your company operates more than one
payroll for which hours must be entered, a sub-
menu will appear from which you can select the
payroll for which you wish to enter the time.
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2. In the screen that appears (See Figure 10), enter a
payroll date. See the section on Selecting the
Payroll Date on Page 40 for more details. Press the
TAB key to move to the list of employee names.

Figure 10: Entering time worked or Payroll

53 SEBASTIENNE, JOHAN ID: 162 - Time for the payroll dated 03/3172... (2 |[B][]

Payroll Date: Monday 103‘.!3];201]3 The chosen date format is 'mm/dd/yyys’.

5?1152 Name:[sgeasTIENNE, JOHAN ID: 162 -l
Date Hours Type In Out In e

03/25/2008 24.50 Reyg Hours 07:00 AM 05:00 AM 05:00 PM 04:30 PM
03/26/2008 5.00 Reg Hours 07:00 AM 04:30 FH
03/27/2008 5.00 Rey Hours 07:00 AM 04:30 PM
03/28/2008 5.00 Reyg Hours 07:00 AM 04:30 PH

03/29/2008 Reg Hours 07:00 AM

Total Hours Wodked: 50.50

Date:  Saturday |ua329329cra Ire in?.trum Uu:|. M lrri: [ Dut:|m:3om

Murmber of howrs: 9 hours 0 ) [=]
minutes Find Delete New Close

No. of Hours: [3 g [ReaHous =] [10400-5F FACTORY SHELLNDL ~ |

3. Select the employee name for which you wish to
enter the time. See the section on

4. Selecting an Employee from the Employee List on
page 40 for more details.

5. To continue, select the next employee name on the
list labelled ‘Name’ (See Figure 10).

6. Click on the button labelled CLOSE to close this
window.
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Reopen a Payroll
You should only Reopen a Payroll if you want to make
changes.

To Reopen a Payroll

1. Select Reopen Payroll from the PAYROLL ACTIONS
menu.

2. Enter the date of the payroll that you wish to
reopen. See the section on Selecting the Payroll
Date on Page 40 for more details.

3. When the correct date has been entered, click on
the button labelled OK. The payroll for this date will
be opened.

4. Proceed with making your changes.

5. Make Payroll. See section on Make Payroll on page
10 for more details.

Deleting a Payroll

Be certain that you want to do this. All time, allowances,
vacation pay associated with the selected payroll will be
deleted! Proceed with caution.

To Delete a Payroll:

1. Select Delete Payroll from the PAYROLL ACTIONS
menu.

2. Enter the date of the payroll that you wish to
delete. See the section on Selecting the Payroll Date
on Page 40 for more details.

3. When the correct date has been entered, click on
the button labelled DELETE. The payroll for this date
will be deleted.
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that you wish to remake the payroll. If you are sure,
select YES to continue. If not, select NO

WagesPlus™ will calculate the payroll for the date
specified and a message will appear indicating that
the “payroll file has been made”.

6. Proceed to print the payroll reports.

Closing a Payroll

It is recommended that once a payroll has been printed,
and the employees have been paid that the Payroll is
closed. This protects the payroll from any unintentional
entries or changes.

To Close a Payroll:

1. Select Close Payroll from the PAYROLL ACTIONS
menu. A window will appear. See Figure 16.

Editing Time

To change the times an employee worked, do the following

steps:
1.
2.

Enter the correct payroll date (See Figure 10)

Select the employee name from the list of
employee names. The information that was entered
for that employee for the selected payroll date will
appear. (See Figure 11)

Figure 11: Editing an employee’s time

& MARTIN, SARAH - Hours worked for the payroll dat.... [= |[B]X]

Payroll Date: Wednesday [03/19/2008 @ The chosen date format is

"mm/dd /.

Enter the date of the payroll that you wish to close.
See the section on Selecting the Payroll Date on
Page 40 for more details.

When the correct date has been entered, click on
the button labelled OK. The payroll for this date will
be closed and no more changes can be made to it.

Figure 16: Closing the Payroll

¥ Closing Payroll El

Weekly b
The chosen date format is ‘mm/dd/yyyy".

Date of Payroll IW
[ o ] Cancel |

24 |Page WagesPlus™ Users’ Guide

Department: [raculr.v

E' << Previous I

Name:. [wapren, sanan

L] Next >> I

No. of Hours: 40
Dvertime Hours: 5
Double Overtime Howrs: [

Sick Hours: [o-  PubicHoldsyHous [
No. of Days: o
Rate of Pay:

Gl uew‘ Ehd|nelete|§E,,|w|

Regular Pay: N/A
Overtime Pay:: 155.27
Hourly Rate 0

3. Change the start time and end time. Alternatively
you can leave the start and end time blank and
enter the number of hours

WagesPlus™ Users’ Guide
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When vyou click on SAVE, WagesPlus™ will
recalculate the hours.

If totals appear to be incorrect, make the relevant
changes to start and end time, then click again on
the button labelled SAVE.

Deleting Time

To delete the employee’s time worked:

1.
2.

Enter the correct payroll date (See Figure 10)

Select the employee’s name. The employee’s
payroll information will appear.

From the list, click on the entry that is to be
deleted.

Click on the button labelled DELETE. You will be
prompted to confirm the deletion of this item.
Select YES to delete, NO if you changed your mind.

Entering Vacation Pay

This operation can be performed for more than one
employee at a time. To enter vacation pay for an employee,

1.

Select Enter Vacation Pay from the PAYROLL
ACTIONS menu.

In the window that appears (See Figure 12) enter a
payroll date, and the vacation pay details for the
selected employees. See the section on Selecting
the Payroll Date on Page 40 for more details. Press
the TAB key to move to the list of employees.

Select the employee for which you wish to enter
vacation pay. See the section on
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Making the Payroll

After all of the payroll information has been entered, you
must complete one final step, namely Making the Payroll.

To Make the Payroll:

1.

Select Make Payroll from the PAYROLL ACTIONS
menu or press the keys Ctrl+A on your keyboard. A
window will appear. See Figure 15

Enter the date of the payroll you wish to make. See
the section on Selecting the Payroll Date on Page 40
for more details. If your company creates multiple
payrolls, a list of the possible payrolls types will
appear below the date.

Select the correct item from the list.

Figure 15: Making the Payroll

M Hake Payroll (=13

[weeky K4
The chosen date format is ‘mm/dd/pyyy’.
Date of Payrol ]uanszzma

Enter the correct information and click on the
button labelled OK.

If a payroll had already been created for this date,
and there have been no changes to worker’s hours,
vacation pay or allowances since this payroll was
made, a message will appear asking you to confirm
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In the box labelled Taxable Adjustments, enter any
adjustments from which social security and taxes
should be deducted.

In the box labelled Non Taxable Adjustments, enter
any adjustments from which social security and
taxes should not be deducted.

NOTE: A company may have additional options for
allowances. Refer to the Additional Customisable
Options section on page 36 for a list of these
options.

Editing Individual Allowances

To change the allowance amount entered for a particular
payroll for a particular employee

1.
2.

Enter the appropriate payroll date
Select the employee’s name

Enter the Allowance in the appropriate box as
described above

Click on the button labelled SAVE. You will be
prompted to confirm that you wish to edit the
amount that has already been entered. Select YES
to delete, NO if you changed your mind.

Deleting Individual Allowances

To delete the allowance entered for a particular payroll for
a particular employee:

1.

2
3.
4

Enter the appropriate payroll date
Select the employee’s name
Enter zero for that allowance

Click on the button labelled SAVE.
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4. Selecting an Employee from the Employee List on
page 34 for more details.

The following information about the employee’s record will
be displayed (See Figure 12), Payroll date, ID and name, the
number of working days of vacation, vacation start and end
date, his/her cumulative gross pay since his/her last
vacation pay and any vacation pay received in the current
year.

Figure 12: Entering Vacation Pay

€ Vacation Pay for Worker1000, NATASHIA g@@

Payroll Date:  [93/19/2008 The chosen date format is
== ‘mm/dd/ypwy’.
D &e =TI ok 1000, NATASHIA -

Nam
This employee has never been paid vacation pay before 19 Mar, 2008.

Cumulative Gross Salaty  [01/16/2008 to: [03119/2008 | 0.00

Cummulative Days Worked in this period: 0

Number of working days of vacation: 14 14 days are due per year.

Vacation Stat Date: | /7 to: [ /7
Vacation paid this calendar pear-to-date: 0,00

Yacation Pay on this payroll (you may edit i necessary) $ 000

Close

E'nd‘l:dcdate

Based on this information, the system will calculate the
amount of holiday pay owed to the employee as follows:
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Calculation of Vacation Pay

Number of days
worked vacation

pay Calculation

Less than 28 zero

29-154 gross pay divided by 11

over 154 gross pay per day multiplied by 14

Source: Department of Labour, St. Kitts and Nevis as at the
date of publication of this Guide

@® Note that these calculations will be adjusted
according to your country’s labour regulations.

The amount of vacation pay owed will be displayed near the
bottom of screen in a box labelled Vacation Pay on this

payroll:

To change this amount:

1. Enter your values for the start and end vacation
dates for the cumulative gross salary.

2. Check that the calculations are correct. When the
appropriate amount is visible in the box labelled
Vacation Pay on this payroll: click on the button
labelled SAVE.

3. Enter a new value in the box labelled Vacation pay
for this payroll

Editing Vacation Pay

To change the vacation pay entered for a particular payroll
for a particular employee

1. Enter the appropriate payroll date

2. Select the employee
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Entering Allowances

Use this option to provide an employee with a pay
adjustment, a one-time bonus or an allowance. To enter an
individual allowance for an employee:

1. Select Enter Allowances from the PAYROLL
ACTIONS menu. A window will appear. See Figure
14,

Figure 14: Entering Allowances

€ Allowances for SEBASTIENNE, JOHAN

Payroll Date: Monday =73 | The chosen date format is
03/31/2008 T ons
Name:  [162 | SEBASTIENNE, JOHAN |
T axable Adjustments 500.00
Non-taxable Adiustments [ om
Responsibility 0.00
=
Find ‘ e Close

2. Enter a payroll date and the allowance for the
selected employee. See the section on Selecting the
Payroll Date on Page 40 for more details. Press the
TAB key to move to the list of employees.

3. Select the employee’s name for which you wish to
enter the allowance. See the section on

4. Selecting an Employee from the Employee List on
page 40 for more details.
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1. First select the employee’s name from the list. The
list of deductions entered for that employee will
appear.

2. Click on the incorrect entry on the list. The data for
that entry will appear at the bottom of the screen.

3. Make the relevant changes then click on the button
labelled SAVE.

Changing / Ending a deduction

If an employee makes a request to have a deduction
changed, you should end the existing deduction.

To change the existing deduction:
1. Enter an end date and save it

2. Create a new deduction. See section on page 19 on
Entering New Deductions.

If an employee makes a request to have a deduction ended,
select the deduction and enter an end date.

Deleting Deductions

Deductions should only be deleted if they were incorrect
and have never been paid. To stop a deduction, simply
enter an end date into the appropriate field. The deduction
will be included in any payrolls after that end date.

To delete deductions worked by an employee:

1. First select the employee from the list. The list of
deductions entered for that employee will appear.

2. Click on the entry in the list that is to be deleted.

3. Then click on the button labelled DELETE. You will
be prompted to confirm the deletion of this item.
Select YES to delete, NO if you changed your mind.
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3. Enter the correct vacation pay in the box labelled
Vacation Pay on this payroll: and click on the button
labelled SAVE.

You will be prompted to confirm that you wish to
edit the amount which has already been entered.
Select YES to delete, NO if you changed your mind.

Deleting Vacation Pay
To delete the vacation pay entered for a particular payroll
for a particular employee
1. Enter the appropriate payroll date
2. Select the employee’s name.
3. Enter zero in the box labelled Vacation Pay on this
payroll:,
4. Click on the button labelled SAVE.
5. You will be prompted to confirm whether you wish
to delete the amount that has already been

entered. Select YES to delete, NO if you changed
your mind.

Entering Deductions

Use this WagesPlus™ feature to enter any fixed amounts
that employees request to be deducted from their salaries.
The deductions may be directed towards Banks or other
institutions.

e |f the deduction is paid to a bank, it will be
included on the Bank List.

e |f the employee is paid by direct deposit, all
deductions will be met and the residual salary
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will be deposited to the bank account specified
on their master record.

To enter deductions for an employee:

1. Select Enter Deductions from the PAYROLL ACTIONS
menu.

Figure 13: Entering Deductions

@ Deductions . . Worker1000, NATASHIA (=3
Name: [2341 Worker] 000, NATASHIA <
Deductions Account Number Amount Start Date End Date Frequency
Deduction: |cgumg LJ Amount:
Effective from: [03/17/2008 . To [77 The chosen date format
I I is 'mm/dd/yyyy".
Erequency |gwy Payrol LI Account Number:
Q—’:fu Banks ... ‘ Dedyctions .. ‘ Eind ‘ Delete New &Ee Close

2. In the screen that appears (See Figure 13), select
the employee for which you wish to enter a
deduction. See the section on

3. Selecting an Employee from the Employee List on
page 40 for more details.

Any deductions that have already been entered for this
employee will appear on the list below their name. This list
will show:

e the name of the institution that receives the
deduction

e the amount to be deducted
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e where applicable, the account number to which
the money is to be deposited

e the start and end dates of the deduction.

Entering new deductions:
1. Click on the button labelled NEW.

2. Select the name of the institution receiving the
deduction from the list. If the institution does not
appear on the list, click on the button labelled
BANKS or DEDUCTIONS depending on the type of
institution

3. Once the correct institution has been selected,
press the TAB key. Enter the amount of the
deduction. Press the TAB key again.

4. Enter the date on which this deduction became
effective. Press the TAB key.

5. Enter the date on which this deduction is to end. If
there is no end date, simply leave this date blank.
Press the TAB key.

6. Finally enter the account number to which the
money is to be deposited. If this is not relevant,
simply leave it blank.

7. When all of the information has been entered, click
on the button labelled SAVE. The newly added
information will appear on the list of deductions
worked for that employee.

Editing Deductions

You should only edit a deduction if it was incorrectly
entered and has never been paid.

To change the deductions for an employee:
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