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Annual Leave

The complexity of the New Zealand Holidays Act is universally acknowledged, and
issues of implementation are an ongoing challenge for businesses across New
Zealand.

MYOB IMS Payroll is committed to helping employers meet their obligations under the
Holidays Act 2003. There are areas of the Act which require manual intervention

with MYOB IMS Payroll to ensure compliance and avoid under or over payments for
certain leave types.

This document provides an overview of the setup and management of Holidays in IMS
Payroll.

Disclaimer: This document provides guidance on how to manage leave entitlements
within our product. We recommend that you read the MBIE document “Holidays Act
2003: Guidance on annual holidays, domestic violence, leave, bereavement leave,
alternative holidays, public holidays and sick leave” to understand how to meet your
obligations as an employer under the Holidays Act 2003. If you have further questions
or are in doubt, it is best to seek legal advice to ensure you are meeting your
obligations.

MBIE Website: https://www.employment.govt.nz/leave-and-holidays/

Note: The Annual Leave setup of employees in MYOB IMS Payroll needs to reflect
your circumstances, including what is in your Employment Agreements
and/or what has been agreed between the Employer and Employee. The

IMS Support Team can help you set up the employee in the Leave screen
but are unable to give you advice on what setup is most appropriate to you;
you may want to seek legal advice.

Annual Leave Types

Available Annual Leave Types

The first thing you should do when setting up an employee’s leave details in MYOB
IMS Payroll is choose their Annual Leave Type, based on the hours they work. Three
options are available: Set Hours, Variable Hours and Casual:
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The Set Hours method should be used when the employee generally will work the
same hours each pay period and is expected to be employed for 12 months or more.

The Casual method should be used when the employee is expected to work less than

12 months.

Note: The Variable Hours method is not recommended.

Agreed Definition of a Week

Note: This information applies to Set Hours employees only.

The fields in the Agreed Definition of a Week section are used to calculate the
employee’s hourly or daily balances and entitlements. They specify how many days or
hours are in a working week for the employee—this value will be used when
converting between weeks and days/hours. The default values are based on
employees’ usual days/hours, but they should be reviewed for all employees.

ms Sample Company Limited - MYOB IMS Payro — O X
File Edit View Tools Help
. ¥ 2"
D d|& & E“@ X I snngcbrm:mrw I 0 Employee I.Pmcessir\q I |Su'|d'yRepoﬂs
ASHTON, Coln e« [ EEH DB EeH s
Emp# [1002 IRD# 020-981-899 v v Vv v ¥ ¥ v ¥ ¥
Standard | Payment | Leave | KiwiSaver | Permanent | HR /MNotes | Totals | History
Annual Leave | Other Leave
Annual Leave Type (Permanent / Casual Employment) Annual Leave In r v Calculate Annual Leave in Weeks
(-'-] Set Hours () variable Hours () Casual ’Vt D Hours () Days 52 Week Average rate (AWE): 4 Week Average Rate (OWP4):
 Annual Leave Entit Gross earnings for last 12 Gross earnings for last 4
Days Weeks months: =76 500,39 | Wweeks: |
Full Yrs Entitiement: E— % of Gross: :’B Wegls ':‘X:: 52 [} Indlude in rate comparison?
i . 20.00 For: Wi minus 2
et || ao] Fos 52 s R ety 4
Due Date: PyL2/021 [~ Weekly Rate: $1,471.1613 | Weekly Rate: $1,471.1525
r Annual Leave values - Agreed Definition of a Week
Days Weeks 52 Week Rate: 3294 2323 Hours fweek: Days/week: 5.00
) . 4 \Week Rate: $294.2305
Outstanding Ent; 000 [ 00| ey mate (oWP):  $204,2300 | | Cick here to ecit these values
+Parental AL: 0.00 0.00| GrossEamings: | $75,029.24) TTTTParentleave —acat na
+ Accrued This Year: 19.00 365 Hours: 2040.00 Start Date: ~ | | Return Dates:
- paid i . Amount in Gross Earnings: $0.00 Expected: -
Paid in Advance: 0.00 0.00 Advance: $882.70 \—l
Amount In Advance: | £0.00 Actual: -
rBalances Accrued To 19/12/2021
Days Weeks Days Days Hours
Annual Leave: | 19.00) [ 385 sick: | 4.00 FuL: | 10.00| Alternative Holiday: | 100 TIL: | 0.00
¥ Current Weekly Salary \- Closed A
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Note: For employees with variable hours that change from week to week, talk to
an expert for advice on how to enter their Agreed Definition of a Week.

Remember that the definition must be agreed on by the employer and

employee.

Click the here link below these fields to open a window that lets you edit the Agreed

Definition of a Week values:

ms Agreed Definition of a Week - O X
Hours Per Week: 40,00 Days Per Week: 4,00
Hours Worked (Minimum) - Weekly
’7Per Day: Per Period:
Standard Days: 4.00
ok | | Cancel |

myob



Which Annual Leave Type to Use?

Permanent employee working set hours

Employees who generally work fixed hours are best set up as a Permanent employee
working set hours. This annual leave type works out the holidays owing based on
entitlement for the year.

Note: Permanent employee working set hours is not limited to people who work

30 or more hours a week — for example you could use this annual leave
method for an employee who works only one day every month.

It can also be used in situations where the employee has fixed hours and works some
overtime. The holiday entitlement would be 4 weeks at their set hours, and the
overtime would increase the holiday leave rates calculated.

Casual

The Casual method is available to be used for genuine casual employees. Generally,
these are people who you employ for a special job that you can’t always anticipate
with no expectation of ongoing employment beyond the special job or whose work
pattern is so irregular or intermittent that the concept of four weeks away is difficult to

apply.
This method does not work out days or hours owing, just a cash amount (based on a

percentage of the Gross Earnings). This can be paid in one lump sum or paid out each
time the employee is paid wages.

Recording Annual Leave in Days vs Hours

Each employee can have a different recording method for annual leave.

Permanent employee working set hours

Can be recorded in either days or hours. If recorded in days and the Weekly
calculation method is not being used, leave balances will be rounded down to the
nearest half-day.

Casual

Casual employees will only accumulate leave as a monetary value, so neither option
applies to them.

myob



Annual Leave Setup

Initial Annual Leave Setup

When setting up MYOB IMS Payroll for the first time, you will need to enter current
Annual Leave balances for each employee. Annual Leave balances are entered on the

Employee > Leave > Outstanding Entitlement fields:
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The balances you enter depend on the employee’s working arrangement.

Permanent employee working set hours

1. Set whether you want to record Annual Leave in Hours or Days.

2. Check (and edit if necessary) the Full Yrs Entitlement and % of Gross fields
under Annual Leave Entitlements.

When a new employee is entered the Due Date will automatically default to the
next anniversary of the employee’s Start Date. However, if you have a
company anniversary date set on the Company tab, the Due Date will default
to this anniversary date and the Next Entitlement and For xx Weeks fields will

automatically adjust.

If the employee has outstanding leave:

1. Determine the amount of leave the employee was owed at their last

anniversary due date.
Subtract any leave they have taken since their last anniversary.
Enter this outstanding leave balance into the Outstanding Ent field under

Annual Leave Values.
Note: Make sure that the amount entered conforms to the employee’s Agreed

2.

Definition of a Week, so that the Weeks value is not incorrect or misleading.

If the employee has taken leave in advance, enter the following values under Annual
Leave Values:
1. Enter any days/hours taken in the Paid in Advance field.
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2. Enter the dollar value the employee was paid for this leave into the Amount in
Advance field.

3. Enter their Gross Earnings (Liable for holiday Pay) and Hours worked from their
last anniversary due date until the date of going live with MYOB IMS Payroll.

The employee’s accrued leave (for the current year) will automatically calculate based
on the number of completed weeks from their start date or last anniversary until the
‘Leave Balances Accrued To' date at the bottom of the Leave tab. To adjust this
accrued to date, right-click on this field and enter the date required.

Note: See the “Leave Earnings History” document on the MYORB IMS Payroll

Education Centre for more information on viewing and editing employees’
leave history.

Permanent employees with variable hours of work

1. Set to record Annual Leave in Hours.

2. Check (and edit if necessary) the % of Gross field under Annual Leave
Entitlements.

3. When a new employee is entered the Due Date will automatically default to the
next anniversary of the employee’s Start Date. However, if you have a
company anniversary date set on the Company tab, the Due Date will default
to this anniversary date and the Next Entitlement and For xx Weeks fields will
automatically adjust.

If the employee has outstanding leave:

1. Determine the amount of leave the employee was owed at their last
anniversary due date.

2. Subtract any leave they have taken since their last anniversary.

3. Enter this outstanding leave balance into the Outstanding Entitlement field
under Annual Leave Values.

If the employee has taken leave in advance, enter the following values under Annual
Leave Values:

1. Enter the hours taken in the Paid in Advance field.

2. Enter the dollar value the employee was paid for this leave into the Amount in
Advance field.

3. Enter their Gross Earnings (Liable for holiday Pay) and ordinary Hours worked
from their last anniversary due date until the date of going live with MYOB IMS
Payroll.

The employee’s accrued leave (for the current year) will automatically calculate based
on a percentage of the Hours field. Therefore, it is extremely important that you input
the number of ordinary hours worked since the last due date into this field.

Note: See the “Leave Earnings History” document on the MYOB IMS Payroll

Education Centre for more information on viewing and editing employees’
leave history.
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Casual Employee

Enter the gross earnings that the employee is still entitled to be paid Annual Leave on
into the Gross Earnings field under Annual Leave Values and the leave percentage into
the % of Gross field under Annual Leave Entitlements. The percentage must be at least
8% but could be higher if a different value has been agreed on by the employer and
employee.

Changing Employees’ Existing Annual Leave Setup

If your employee has a regular work pattern but changes to another work pattern part
way through their anniversary year, you will need to review their setup on the
Employee > Payment tab and the Annual Leave balance on the Employee > Leave tab.

For more information, see “Pay-as-you-go for fixed-term or changing work patterns”
on the Ministry of Business, Innovation and Employment website.

If an employee’s Agreed Definition of a Week values change at any time, this will
affect their hourly or daily Holiday Pay balance and entitlement.
Changing an Employee’s Agreed Definition of a Week

Options for how employees’ balances will be affected are available under Change of
Agreed Weekly Hours/Days Behaviour on the Company Information tab:

m# Sample Company Limited - MYOB IMS Payroll — O X
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Selecting Always recalculate the AL Balance in Hours/Days means that when an
employee’s Agreed Definition of a Week changes, their hourly/daily Annual Leave
balance will be recalculated automatically. An information window appears, showing
the new balances and entitlements in weeks as well as in days/hours:

s Al Hours Balances Recalculated — O b4

‘fou've updated this employee’s weekly contract units,

The system will recalculate the Annual Leave Hours balance from 31.96 hour(s) to 25.57 hours.

This new balance is calculated as 0.8 week(s) multiplied by the new Contract Hours Per Week value of 32
hour(z).

Please refer to the details below:

ng':str;;: Balance Balance | Entilement| Entilement
Wesk (Weeks) (Hours) (Weeks) (Hours)
Before Change 40.00 0.80 31.96 4.00 160,00 §28.7009 §733.54

After Change 32.00 25.57 128.00| £35.8762 $783.54
-EEI_-EEI

Click OK to continue updating the Hours balance,
otherwise dick Cancel

Leave Rate Value &

| Ck | | Cancel |

Selecting Always ask whether to recalculate the AL Balance means that the following
message window appears when an employee’s Agreed Definition of a Week changes:

ms Al Hours Balances Recalculated — O =

‘fou've updated this employee’s weekly contract units.

The system wil recalculate the Annual Leave Hours balance from 31.%6 hour(s) to 25.57 hours.

This new balance is calculated as 0.8 week(s) multiplied by the new Contract Hours Per Week value of 32
hour(s).

Please refer to the details below:

Contract . .
Balance Balance | Entittement| Entilement
HouiffEP:lz (Weeks) (Hours) {Weeks) (Hours) Leave Rate Value &
Before Change 40.00 0.30 31.86 4.00 160,00 £23.7009 £733.54
After Change 32.00 0.80 25,57 123,00 $35.8762 §733.54

-mm

Click Yes to to continue updating the Hours balance,
Mo to keep existing hours balance - this will adjust the Weeks balance instead (not recommended),
otherwise dick Cancel

| Yes | | No | | Cancel |

This window has the following options:

e Yes — The employee’s hourly/daily balance and entitlement will be recalculated
as displayed on the window.

e No - The hourly/daily balance will remain the same and the employee’s weekly
balance and entitlement will be recalculated. (This is not recommended.)

e Cancel - The change to the employee’s Agreed Definition of a Week is not
saved.

Selecting Ask only when the AL Balance on Hours/Days will reduce means that the
user is only asked if they want to update or keep the hours/days values if the change
to the Agreed Definition of a Week would result in a reduction of the employee’s
hour/daily balance and entitlement. If the change means the employee’s hourly/daily
values would stay the same or increase, they are recalculated automatically and the
user is not asked.
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Changing days to hours

To change an employee whose Annual Leave is record in hours to record Annual
Leave in days, perform the following actions on the Employee > Leave tab:

1. Print an up-to-date Annual Leave report.

2. Change the Annual Leave In option to Hours.

3. Convert the Full Year’s Entitlement and Next Entitlement fields to hours, e.g.
20 days would become 160 hours for a 40-hour per week employee.

4. Convert any Outstanding Entitlement or Paid in Advance values to hours.

5. Check that the Employee > History > Leave Earnings tab is showing an
acceptable Average and Ordinary rate under Holiday Rates.

6. Print a new Annual Leave report and compare the one printed at the start.

Changing variable hours to set hours (in days)

Leave the system accruing leave as it is until the next Annual Leave due date for the
employee, if possible. Once the due date has passed and the rollover has occurred:

1. Print an up-to-date hourly Annual Leave report.

2. Change the Annual Leave Type from Variable Hours to Set Hours.

3. Change the Annual Leave In option to Days.

4. Convert the Full Years Entitlement and Next Entitlement values to what the
employee is entitled to, e.g. 20 if the employee is entitled to 4 weeks leave and
they work 5 days a week.

5. Convert any Outstanding Entitlement or Paid in Advance values from hours
into days.

6. Print another Annual Leave report and compare the value to the report taken
before you started.

Note: If itis not possible to leave this change until the next Annual leave due date,

contact MYOB IMS Support.

Changing variable hours to set hours (in hours)

Leave the system accruing leave as it is until the next Annual Leave due date for the
employee, if possible. Once the due date has passed and the rollover has occurred:

1. Print an up-to-date hourly Annual Leave report.

2. Change the Annual Leave Type from Variable Hours to Set Hours.

3. Change the Annual Leave In option to Hours.

4. Convert the Full Years Entitlement and Next Entitlement values to what the
employee is entitled to, e.g. 20 if the employee is entitled to 4 weeks leave and
they work 5 days a week.

5. Print another Annual Leave report and compare the value to the report taken
before you started.

Note: If it is not possible to leave this change until the next Annual leave due date,

contact MYOB IMS Support.
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Changing set hours to variable hours
Before you make any changes print an up-to-date hourly Annual Leave report.

1. Change leave type from Permanent employee working Set Hours to
Permanent employee working Variable Hours.

2. Any Outstanding Ent or Paid in Advance will not change.

3. Ensure that the Accrued this year amount remains the same and the correct %
of Gross is showing.

Note: If itis not possible to leave this change until the next Annual leave due date,

contact MYOB IMS Support.

Changing Casual employment status to Permanent

Where an employee has originally been employed as a casual employee and their
employment is continuous for more than 12 months, or is changed to a permanent
position, contact the Ministry of Business, Innovation & Employment on 0800 20 90 20
(or any other organisation you would normally approach for employment related legal
advice). You will need to explain the background of the employment and ask what
leave they are entitled to and how you should be treating them with relation to annual
leave.

Once the correct procedure has been established, contact MYOB IMS Support so that
we can help you implement the changes required into your payroll.
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Setting up Extra Annual Leave for Long Service

For example, employees become entitled to 25 days Annual Leave after 5 years
continuous service instead of their current 20 days.

The additional leave should be recorded on the Employee > Service Leave tab for

each employee.
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File Edit View Tools Help
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Standard | Payment | Leave | Kiwisaver | Service Leave | Permanent | HR. [ Notes | Totals | History

r Additional Annual Leave - {(Hours)

Entitlement Date: I:I Additional Entitement: I:I New %o of Gross: I:I
 Company Leave (Additional)  Service Leave
Leave In

Start Date: I:I ) Hours ) Days
Full Years Entitlement: I:I Due Date Entilement
Next Entitlement: I:I L | h | | |
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. REEl o | |
Acued: I:I - Pay on Termination? 4 | | | |
Outstanding: I:I - Pay on Termination? 5 | |

=] |
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MYOR IMS Payroll

[ Current Weekly Salary

|i Entered Y

Note: This tab is only available if Service Leave? is ticked on the Company tab

under Company Options.

To set this up, enter an Entitlement Date set to a number of years after the employee’s
start date. The entitlement should be in the same units as Annual Leave, i.e. days or

hours.

On the Entitlement Date rollover, the Additional Entitlement amount will be added to
the Full Years Entitlement on the Leave tab, and the New % of Gross value will be
copied to the % of Gross field on the Leave tab. The Additional Annual Leave figures
will then be cleared. This will happen once payroll is calculated at step 4-Calculate of

the payroll processing.
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Recording Annual Leave for Salaried Employees

When processing a pay, on the 2-Timesheet tab, the salary transaction should be
recorded as usual. Next, enter an Annual Leave transaction showing the number of
days/hours taken in the quantity field and the rate will show as the Annual Leave
dollar value. Then enter an additional salary transaction with a negative quantity
equivalent to the number of days/hours leave taken. For example, if a fortnightly
salaried worker (8 hours per day, 80 hours per period) took 3 days Annual Leave, the
timesheet could be entered as follows:

Payment or Deduction Quantity

Salary 1 800.0000
Salary -3 80.0000
Annual Leave Taken 3 80.0000
P.AY.E. 1 M

Annual Leave Calculations

Annual Leave Payments

When setting up payments in the Company Control area of MYOB IMS Payroll, it is
important to select the correct Leave Accumulation flags. Depending on the flag
selected, the amounts of those payments will be included or excluded from the
calculation of the Annual Leave rate’s gross earnings.

[ordinary Time ~| o > e = 5] anz Il o
v o
Company | Pay Points | Costing Codes | Payments | Deductions

Description: Crdinary Time Data Entry Code: |1
r Calculation Method Tax Type
Fixed: Default Qty: ) Taxable Extra Pay Schedular - Tax Override: o,
' Hourly: 100/ % of |Employee Hrly Rate - Non-Taxable Reimbursing
% Earnings % of * | | r Earnings Type
Annual Leave [ Holiday Pay +) Ordinary Time Annual Leave Domestic Violence Leave
ool A Daily Pay? Overtime Sick Leave Other Leave
pply Average Daly Tay: Penal Time Alternative Holiday Annual Leave Cash Up
Factor: 1.0000 Sequence: 20 Allowance Time in Lieu
- Costing Code ~ Accumulates Into r Leave Accumulation
Fixed: - v| ACC Liable Earnings v| Average Gross
+ Use Employee's Default v| Company Superannuation Contrib Earnings v| Crdinary Gross
v| Apprentice Hours T IneC

Mo Default - Entered at Transaction Input
Accumulates Into Special Total

| KiwiSaver Employee Contribution Earnings

A koo - ]
Kiwisaver Employer Contribution Earnings Unpaid Leave

&aT Spedal Total 4 v| Compliant Employee Contribution Earnings
Specil Total 2 Spedal Total 5 v Compliant Employer Contribution Earnings Ac;urnulate
Spedal Total 3 Units For:

The Holiday Act explains the definition of gross earnings here:
http://www.legislation.govt.nz/act/public/2003/0129/45.0/DLM236866.html
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Three important points to recognise are:

e Gross earnings exclude any payments that the employer is not bound, by the
terms of the employee’s employment agreement, to pay the employee. These
payments will be relatively rare;

e “Employment agreement” should be read broadly to include all documents and
other agreements that form part of the contractual agreement between the
employee and employer. Agreements need not be written down; they may
also be verbal or created by the conduct of the parties. An employment
agreement includes (but is not limited to) an offer of employment, an individual
employment agreement, a collective agreement and additional agreed terms
and conditions not inconsistent with the collective agreement;

e Listed in the exclusions are ‘discretionary payments’. It is important to
understand that ‘discretionary payments’ have a special meaning under the
Act. If an employer is bound by the terms of the employment agreement or
some other agreement such as the rules of a commission scheme, to make a
payment to the employee — even if the amount is discretionary (and could be
zero) and/or certain conditions must be met before it is paid - itis not a
discretionary payment.

The document Holiday Act 2003: Guidance on annual holidays, domestic violence
leave, bereavement leave, alternative holidays, public holidays and sick leave, available
on the Employment New Zealand website provides a table with common payments
types and whether they should be included or excluded from gross earnings (see

“‘Annex 1: Gross earnings”).

Annual Leave Entitlements

Annual Leave Type: Set Hours

myob
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+ Accrued This Year: Hours: 2040.00 Start Date: Return Dates:
- Paid in Advance: 0.00 Amount in $332.70 Gross Earnings: Expected:
Advance:
Amount In Advance: Actual:
rBalances Accrued To 19/12/2021
Days Weeks Days Days Days Hours
Annual Leave: Sick: 4.00 FVL: 10.00 Alternative Holiday: 1.00 TIL: 0.00
0 Current Weekly Salary B Closed



https://www.employment.govt.nz/assets/Uploads/d53229842c/holidays-act-2003-guidance-holidays-leave-.pdf
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How is the Accrued This Year figure calculated?

1. Take one year away from the Due Date. If the Start-date is more recent, then
use that date instead.

2. Work out the number of weeks between this date and the ‘Accrued To Date’ (at
the bottom of the Annual Leave screen).

3. Take the employees Next Entitlement; divide that by 52 then multiply by the
number of Weeks as calculated above.

If the Annual Leave is in Days, the result will be rounded down to the nearest half-day.

What happens when the Annual Leave Due Date arrives?

The system will perform an Annual Leave Rollover during a pay-run when the Period
End Date of that run is on or after the Due Date. This will do the following:

o The Next Entitlement value is added to the Outstanding Entitlement, less any
leave amount in the Paid in Advance field. If more leave was taken in advance
than was due, the remainder is left as ‘Paid in Advance’ (and the ‘Amount in
Advance’ is proportioned accordingly).

e The ‘Next Entitlement’ is set to the ‘Full Year's Entitlement’, the Weeks are set to
52, and the ‘Due Date’ is increased by a year.

The Gross Earnings and Hours fields are then showing only the current pay.

How do you pay leave?

Enter an “Annual Leave Taken” transaction onto the employee’s timesheet. In the
Quantity field, enter the number of Days or Hours of paid annual leave. The rate will
be worked out automatically as at the end of the previous pay period.

When Annual Leave was taken outside of the current open pay period, the rate can be
overridden by selection the option Leave rate as at and selecting the Start Date for the
Annual Leave.

1 =
[CLARK, Andrea L| LR I S ||D’*|%|-"'=EI-“
{Emp=[1015 Office v v Period Ending: 14/04/2019
{ 1-Open | 2-Timesheets | 3-Check Input |4—Calculahe | S5-Preview |6-Reporis |?—Bank |8-Badcu|:| |9-Close
!| |Payment or Deduction IQuanh’ty IRate ICosh’ng Code ICosh’ng Description IDate 1 ID; ~ - Days Paid For: —
i |ordinary Time 32 20.0000 1001 Reception Standard: 5.00
M |annual Leave Taken 3 l _I 3000 Labour Overhead Costs 03/04/2019 Holiday Rahe:ljl
P.AY.E. 1 ; Average
1 Rate Overrid i .
| |1RD Deduction Notice 1 ate Dvemee DaiyPay: [ 5]
I KiwiSaver 1 (%) None AL Type: SetHours
i Sodial Club 1 Use ADP?: No
l ) Fixed Amount: Ti heet
| Notes
i ) Employee Rate: E
i ) Leave Rate as at:
1 4 October » 4 19 »
| O s M TwTFS
i 2230 1 2 4 s
6 7 8 910 11 12
1 13 14 15 16 17 18 19 W
1< 20 21 22 23 24 25 25 2 ]
| 7W/BP/IN 12 —
|rTotal Hours: 40.00 leal - . - . 5 3 ¢
(Ordin;rv: 32.00 P_enal: 0.00 DVL: 0.00 AltHel:  0.00 Anny e 10.00 Days| DVL: 10,00 Days | Alt Hol: 0.00 Days |
| Overtime:  0.00 Sick: 0.00 Leave: 8.00 Lieu:|
‘ | Clear All || Message... ||Import... ||Global Load... || Finish. .. |r TS0 | < Back || advance || Next = |
|Enter an Overriding Rate for this timesheet entry |& Current Weekly Wage |i Entered 2

Note: For salaried employees it will pay the Annual Leave Taken in addition to the
normal Salary payment, therefore reduce the salary by entering a negative
number of days in the quantity field to balance the leave taken.
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Ensuring the Holiday Rate Days or Hours are recorded correctly

If an employee has a “Set Hours” Annual Leave Type and the Annual Leave is recorded
in days this field is very important. This is not required for Casual or Variable Hours
employees, unless they are to change to a Set Hours employee in the future. It is also
not required if the employee’s Annual Leave is recorded in weeks—in this case, rates
and entitlements are calculated based on the Agreed Definition of a Week (see
“Agreed Definition of a Week” on page 2).

When processing the pay, you need to be very careful when entering timesheets that
you are capturing the correct hours or days per period. If Annual Leave is recorded in
“Days” we need to record the “Holiday Rate Days” correctly. However, if Annual Leave
is recorded in “Hours” we need to record the “Holiday Rate Hours” correctly.

In the example below, this employee normally works an 8-hour day, and 40 hours per
week, but this week they have worked 44 hours. Their Annual Leave is recorded in
days.

1-0pen 2 Timesheets |3-Eheck|nput| 4-Ealculate] 5-Pleview] E-Heportsl ?-Bank] B-Backup] S-Elose]

Payment or Deduction |Quantity |Hate |Date'| |Date 2 |Eomment » [Days Paid For:
}|Ordinary Time 44 15 8060 andard.
| [PAYE 1 M Holiday Rate: | 5.5
B Company Loan 1 BT T Purchase of Company Car VErage
[ |socisl Ciub 1 7.0000 DalyPay: | 55

When 44 hours are entered for Ordinary Time, the “Holiday Rate” days changes to 5.5.
It is then necessary to override the “Holiday Rate” days to 5. Either click the mouse into
the box or use the “Quick Access Key” to override the number. The “Quick Access” is
operated by pressing and holding the “CTRL" key then the “+" on the numeric keypad
keys combination. The “TAB” key can then be used to access the Average Daily Pay
days if necessary.

It is important that the employee’s “Holiday Rate” days is recorded correctly,
otherwise the annual leave rates would calculate incorrectly. The Holiday Rate days
needs to reflect the ordinary days paid, in the example above the employee normally
works 5 days, so the Holiday Rate days should be recorded as 5 instead of 5.5.

The screenshot below shows the correction for the example described above.

1-Open 2 Timeshests ]E-Ehecklnput] 4-Lalculate | SPreview | G-Repotts | 7Bank | 8-Backup | 3-Close |

Payment or Deduction |Guantit_l,l |F|ate |Date 1 |Date 2 |E0mment » [Days Paid For:

|| Drdinary Time 44 150000 .
PAYE. 1 M Holiday Rate: 5
Social Club 1 7.0000 VETAge

N j Daily Pay: ,ﬁ

When to use the payment “Extra Ord Hours”?

If the Annual Leave were recorded in “Hours” instead of days, then you would use a
combination of Ordinary Time and “Extra Ord Hours” as you can't adjust the Holiday
Rate hours using the Holiday Rate days override box. In the example above 40 hours
are recorded as ordinary time and 4 hours as “Extra Ord Hours” as shown in the
screenshot below. You could also use this method if you are recording leave in days.

myob
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1-Open  2-Timeshests | 3Check Input | 4-Caleulate | SPreview | E-Reparts | 7-Bark | 8-Backup | 9-Close |

Payment or Deduction Iﬂuantity IHate |Date1 IDate 2 IComment
| Ordinary Time 40 F& O
| _|Extra Ord Hours 4 T e
| |PAYE. 1 M
=]l =l

As the “Extra Ord Hours” payment is set up as an “earnings type” of overtime, the
holiday rate hours and days automatically record correctly.

Note: Forinformation on when to use the Days paid for Average Daily Pay

override box, see the document “Using Average Daily Pay”.

What happens when you terminate a Set Hours employee?

Once you have entered a Finish Date for a terminating employee, the system will
automatically create transactions on the timesheet in the next pay run to pay out the
employee’s remaining Annual Leave.

Example:

When finishing an employee, instructing IMS Payroll to create termination transactions
(where the employee has an outstanding annual leave balance) causes the payments
“‘Annual Leave Not Taken” and “Holiday Pay Owing”.

CLARK, Andhea ;| | e m| | | EE) G B H el

Empt|1015 Office v v Period Ending: 11/04/2016
1-0pen | 2-Timesheets | 3-Check Input | 4-Calculate | B-Preview | B-Reparts | 7-Bank | 8-Backup | 9-Cloze
Payment or Deduction Illuantil R ate IEosting Code I Costing Description IDate 1 IDate 2 Carnrment

_ Ordinary Time 40 17.5000 1001 Reception

_ Alt Holiday Mot T aken 1 140.0000 9000 Labour Overhead Co

| | Annual Leave ot Taken 4 17.5000 3000 Labour Overhead Co

_ Holiday Pay Owing 1 2% HP 9000 Labour Overhead Co

_|P-AXE. 1 M

_|Kiwi5 aver 1 4%

| | IRD Deduction Motice 1 20%

_|Social Club 1 7.0000

A =

A “Holiday Pay Owing” allowance will be added to account for any remaining holiday
pay (leave accrued this year). The amount will be worked out as follows:

The Gross Earnings (including payments made this period that accumulate into Leave
Accumulation) will be multiplied by % of gross field (see Employee> Leave tab). The
percentage must be at least 8% but could be higher if a different value has been
agreed on by the employer and employee. If there is any amount in the Amount in
Advance field, this will be taken away from the amount calculated.

Note: Other transactions may also be created at this time, such as Service Leave

Not Taken, Alt Holiday Not Taken or deductions set to ‘Repay on Leaving'.

myob
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Annual Leave Type: Variable Hours

The Holidays Act requires that employees are given four weeks of annual leave each
year and that what constitutes a working week should be agreed between employer
and employee. Sometimes determining what a working week is can be challenging
due to unpredictable work patterns.

MYOB IMS Payroll supports an optional “Variable Hours” leave accrual method which
calculates an employee’s four weeks of leave based on the hours worked in the
previous entitlement year. Historically, this method has been used when an employee’s
hours varied unpredictably across pay periods, so that it was difficult to

determine whata working week was for the purpose of Annual Leave.

It is important to note that this method is not defined within the Holidays Act or MBIE's
guidance. Using this method there is risk that an employee may not receive a

full four weeks of leave, particularly where the employees hours of work have
increased over time.

While IMS Payroll continues to offer this method of leave calculation, we caution that it
should only to be used when a clear agreement exists to use it and that its use should
be reviewed regularly in case a work pattern has changed or has become predictable.

s
File Edit View Tools Help
~
] = X I % Company I Employee I [ Processing I | Sundry Reports
swron @M "< (cEE @8 0w e
Emp= |1000 IRD# |049-016-999 v v v v v v v v
Standard | Payment | Leave | KiwiSaver | Permanent | HR /Notes | Totals | History
Annual Leave | Other Leave
Annual Leave T | Employment) Annual Leave In
Set Hours +) Variable Hours Casual +) Hours Days 52 Week Average rate (AWE):| 4 Week Average Rate (OWP4):
Annual Leave BNt Gross earnings for last 12 Gross earnings for last 4
Hours months: weeks:
Full Yrs Entitlement: 56.70| % of Gross: 8 Weeksin Year:  NjA
Next Entitiement: 56.70| For: | 52| Weeks minus LWOP: - N/A
Divide by:  NJA Divide by:  N/A
Due Date: sl v Weekly Rate: N/A | Weekly Rate: N/A
Annual Leave Values Agreed Definition of a Week
A . 6
Hours 52 Week Rate: $20.3165 Hours/week: Daysfweek:
d 4 Week Rate: $21.0000 X
Qutstanding Ent: 0.00 Curr. Rate (OWP): £21.0000 Click to edit these values
+Parental AL: 0.00 . Parental Leave — as at: nfa
+ Acarued This Year: Hours: 1227.19 Start Date: Return Dates:
o v ==t Amount in 380,52 Gross Earnings: Expected:
Advance:
Amount In Advance: Actual:
rBalances Accrued To 19/12/2021
Hours Days Days Days Hours
Annual Leave: Sick: 7.00 FVL: 10.00 Alternative Holiday: 2.00 TIL: 2.00
£ Current Weekly Wage 8 Closed

How is the Accrued This Year figure worked out?

The Hours value on the Annual Leave screen is multiplied by the Annual Leave % of
Gross percentage.

What happens when the Annual Leave Due Date arrives?

The system will perform an Annual Leave Rollover during a pay run when the pay
run’s Period End date is on or after the Due Date on the Annual Leave tab. This will do

the following:

e The Full Yrs Entitlement and Next Entitlement values are set to the Annual
Leave accrued this year.

myob
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e The Accrued this Year value is added to the Outstanding Entitlement, less any
amount in the Paid in Advance field. If more leave was taken in advance than
was due, the remainder is left in the Paid in Advance field (and the Amount in

Advance value is proportioned accordingly).

e The For... Weeks value is set to 52, and the Due Date is increased by a year.
e The Gross Earnings and Hours fields are then only recording this last pay.

How do you pay leave?

Enter an “Annual Leave Taken” transaction onto the employee’s timesheet. In the
Quantity field, enter the number of Hours of paid annual leave. The rate will be worked
out automatically as at the end of the previous pay period.

When Annual Leave was taken outside of the current open pay period, the rate can be
overridden by selection the option Leave rate as at and selecting the Start Date for the

Annual Leave.

Days Paid For:

Standard: 5.00

Holiday Rate:ljl
Average
Daily Pay: EI

AL Type: SetHours

1

[CLARK, Andrea | I S - a | o

£

{|Emp |1015 Office v v Period Ending: 14/04/2019
{ 1-Open | 2-Timesheets | 3-Check Input | 4-Calculate | 5-Preview | 6-Reports | 7-Bank | 8-Backup | 9-Close

! Payment or Deduction |Quanh’ty |Rahe |Cosh’ng Code |Cosh’ng Description |Dahe 1 |De L
}| |Ordinary Time 32 20.0000 1001 Reception

L Annual Leave Taken 8 | J 000 Labour Overhead Costs 03042019
LPAYE 1 Rate Cvarrid

| _|1RD Deduction Notice 1 ate Lvemde

| |Kiwisaver 1 ) None

I_'_-'»ociaICIuIJ 1

Fixed Amount:

Use ADP?: Mo

i Timesheet
Notes
i Employee Rate:
1 Leave Rate as at:
1 4 October » 4
:' OK SMTWTFS
i 230 1 2@ 4 5
6 7 8 910 11 12
13 14 15 16 17 18 19 W
1< 20 21 22 23 24 25 28 >
2728293031 1 2
Total Hours: 40.00 teal TS L
(Ordinqrv: 32.00 Pgnal: 0.00 DVL: 0.00 AltHel:  0.00 Anni 2 R . 10,00 Days | DVL: 10,00 Days | Alt Hol: 0.00 Days
Overtime:  0.00 Sick: 0.00 Leave: 8.00 Lieu:|
|Clear.-'-\|| || Message. .. ||Imp0rt... ||GIObaILoad... || Finish. .. |R COTR S| | < Back || &dvance || Mext = |
Enter an Overriding Rate for this timesheet entry M Current Weekly Wage [ Entered

What happens when you terminate a Variable Hours employee?

The system will automatically create transactions on the timesheet in the next pay-run
to pay out remaining holiday pay, as for Set Hours employees (see page 15).

myob
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Annual Leave Type: Casual

This method works out Annual Leave based on a percentage of the Gross Earnings
(specified in the % of Gross field on the Employee > Leave tab). The gross earnings is
cleared when the Annual Leave on that amount has been paid out.

ms Sample Company Limited - MYOB IMS Payro - O x
File Edit View Tools Help
e . -
O&F Wl = | “ X I ‘gp Company I 0 Employee I [ Processing I | Sundry Reports |
[TAYLOR, Walter d@ <> > zEE DD Exda
Emp= 1024 IRD# |234-567-896 v v v v v v v Y
Standard | Payment | Leave | KiwiSaver | Permanent | HR /Notes | Totals | History
Annual Leave | Other Leave
Annual Leave Type (Permanent / Casual Employment) Annual Leave In O calaulate al Leave eeks
’V ") Set Hours ") Variable Hours () Casual ("i Hours () Days 52 Week Average rate (AWE): 4 Week Average Rate (OWP4):
r Annual Leave Entitlements Gross earnings for last 12 Gross earnings for last 4
months: weeks:
Hours -
Full Yrs Entitlement: % of Gross: 8‘ Weeksin Year:  NjA I
Next Entitlement: For: Weeks minus LWOP:  N/A
Divide by:  NJA Divide by:  N/A
Due Date: Weekly Rate: N/A | Weekly Rate: N/A
r Annual Leave Values p—— A r Agreed Definition of a Week
eek Rate: . - : E—
. Hours 2 Week Rate: N/A Hours/week: ‘ Days/week: ‘
Outstanding Ent: . . Click here to edit these values
+ Parental A/L: Gross Earnings: $7,200.00 r [ Parental Leave — as at: nfa
+ Accrued This Year: Hours: | 175.00| Start Date: ~ | | Return Dates:
- Paid in Advance: Amount in ’—| Gross Earnings: $ Expected:
: Advance: — e — e
Amount In Advance: $0.0 Actual: -
rBalances Accrued To 19/12/2021
Hours Hours Hours Days Hours
Annual Leave: ‘ $576.0 Sick: 0.00 FVL: 0.00 Alternative Holiday: | TIL: |

Note: Set the percentage to zero if you don’t want the system to calculate any

Annual Leave for an employee.

How do you pay leave?

Enter a ‘Casual Holiday Pay’ transaction on the timesheet (or on the Permanent page of
the employee if you want to pay out every time).

Use a quantity of 1. The rate will be ‘8% of HP'. This will, by default, pay out all holiday
pay due and clear out the Gross Earnings. If you want to pay out a different amount,
you can override the rate with a dollar value and the system will work out how much
holiday pay remains owing.

What happens when you terminate a Casual employee?

This puts a ‘Holiday Pay Owing’ allowance on the timesheet, which works the same as
paying out the leave with a ‘Casual Holiday Pay’ transaction.

Annual Leave Spanning More Than One Pay Period

Sometimes it is necessary to pay more than a single pay period in a pay calculation. This
often occurs when an employee is going on leave for several weeks and wishes to be
paid in advance. A similar situation occurs if your company closes down over Christmas
and employees are paid for the close down period in advance.

We recommend against this, as it may produce incorrect data for payday filing and
can result in an incorrect Average Weekly Earnings rate (AWE) for Holiday Pay.

The Annual Leave rate for the whole holiday period should be calculated at the same
rate as at the Period End Date prior to the start of the holiday pay.

Example: A fortnightly paid employee is going on leave for four weeks and wants their
pay in advance (i.e. their two weeks they would normally be paid, and an extra two

myob



weeks). Enter 20 days (or 160 hours) annual leave. The AL rate that will be paid will be
the same for both pay periods, and by choosing the Leave rate as at the beginning of
the holiday in the timesheets, the rate will be applied correctly.

Annual Leave Rate Calculations

For Permanent employees working set hours with leave in Days, Leave will be
calculated at the higher:

1. Of the Current Daily Rate based on their current Salary or Hourly rate (if this
can be determined)
2. Or Ordinary Daily Rate:
o Gross Earnings for the 4 weeks immediately before the end of the last
pay period divided by
o The number of worked days (e.g. 4 weeks x 5 days = 20)
3. Or Average Daily Rate:
o Gross Earnings for the 52 weeks immediately before the end of the last
pay period divided by
o The number of worked days. (e.g. 52 weeks x 5 days = 260)

The number of worked days is taken from the Employee > History > Leave Earnings

tab:
CLARK, Andrea - LI & =
Emp# 1015 IRD# |023-489-643 v v Y v v Y
Standard | Payment | Leave | KiwiSaver | Permanent | HR /Notes | Totals | History
Total Earnings | Leave Earnings | KiwiSaver | Timesheet History
Period EndlnglAveraga Grnssl()rdmarv GrnsslHnursteak|Daysteek | H/Rate Hrs l ADP Hrs [[|H/Rate Days[j ADP Days [Hnurs Per Day ILWOP Weeks | ~ [Leave Type:
22/08/2021 $880.50 $880.60 0 0 40 5 5 8 0 Set Hours
29/08/2021 $880.00 $830.00 0 0 40 5 5 8 0 AL In Weeks : No
05/09/2021 $920.00 $920.00 0 0 40 5 5 8 0 Holiday Rates:
12/09/2021 §920.00 §920.00 0 0 40 5 5 8 0 Units: Hours
19/09/2021 $920.00 $920.00 0 0 40 4 5 5 8 0
26/09/2021 $920.00 $920.00 0 0 40 - 5 5 8 0 S2Week:  $22.3108
03/10/2021 $920.00 $920.00 0 0 40 4 S 5 8 0 4 Week: $23.0000
10/10/2021 $920.00 $920.00 0 0 40 & | 5 5 8 0 Current: $23.0000
17/10/2021 §920.00 $920.00 0 0 40 4 5 5 8 0
24/10/2021 §920.00 $920.00 0 0 40 4 5 5 8 0 rAverage Daily Pay:—
31/10/2021 $913.33 $913.33 0 0 40 g 5 5 8 0 Hourly:  $22.3108
07/11/2021 $920.00 $5920.00 0 0 40 5 5 8 0
Daily: $178.4860
14/11/2021 $920.00 $920.00 0 0 0 S 5 8 0
21/11/2021 $920.00 $5920.00 0 0 40 5 5 8 0
28/11/2021 $920.00 $920.00 0 0 40 4 5 5 8 [}
05/12/2021 $920.00 $920.00 0 0 40 4 5 5 8 0
12/12/2021 $920.00 $920.00 0 0 40 4 5 5 8 0
$920.00 $920.00 0 0 40 4' 5 5 8 0
v
I Add ‘ | Modify | I Delete ‘ | Add Range | ‘Mgdlfy Range‘ |D§ete Rangel

For Permanent employees working set hours with leave in Hours, Leave will be
calculated at the higher:

1. Of the Current Hourly Rate based on their current Salary or Hourly rate (if this
can be determined)
2. Or Ordinary Hourly Rate:
o Gross Earnings for the 4 weeks immediately before the end of the last
pay period divided by
o The number of worked hours (e.g. 4 weeks x 40 hours = 160)
3. Or Average Hourly Rate:
o Gross Earnings for the 52 weeks immediately before the end of the last
pay period divided by
o The number of worked hours (e.g. 52 weeks x 40 hours = 2080)

. myob



The number of worked days is taken from the Employee > History > Leave Earnings
tab:

CLARK, Andrea - e n FEE DB BeES

Emp# 1015 IRD# |023-989-643 ) v v ¥ v v v
Standard | Payment | Leave | KiwiSaver | Permanent | HR /Notes | Totals | History
Total Earnings | Leave Earnings | KiwiSaver | Timesheet History

|[Period Ending| Average Gross|ordinary Gross|HoursWeek [Days/weedl| H/Rate Hrs | ADP Hrs  |H/Rate Days| ADP Days [Hours Per Day|LwoP weeks | A [Leave Type:
22/08/2021 $380.60 $880.60 0 E) % 5 5 8 0 Set Hours
29/08/2021 $880.00 £880.00 0 40 40 5 5 8 0 AL In Weeks : No
05/09/2021  $920.00  $520.00 0 0 0 5 5 8 0 okday Rat
12/09/2021 $920.00 §920.00 0 40 40 5 5 8 1] Units: Hours
19/09/2021 $920.00 $920.00 0 40 40 5 5 8 0
26/09/2021 £920.00 £920.00 0 40 40 5 5 3 0 52Week:  $22.3108
03/10/2021 $920.00 $920.00 0 40 40 5 5 8 0 4 Week: $23.0000
10/10/2021 $920.00 $920.00 0 40 40 5 5 8 1] current: s
17/10/2021 $920.00 $920.00 0 40 40 5 5 8 0
24{10/2021 $920.00 $920.00 0 40 40 5 5 8 0 ~Average Daily Pay:—
31/10/2021 $913.33 $913.33 0 % 0 5 5 8 0 |vouwly:  $22.3108
07/11/2021 $920.00 §920.00 0 40 40 5 5 8 1] Dail $17
14/11/2021 $920.00 $920.00 0 40 40 5 5 8 0 ¥
21/11/2021 $920.00 §920.00 0 40 40 5 5 8 1]
28/11/2021 $920.00 $920.00 0 40 40 5 5 8 0 - -
05/12/2021 $920.00 $920.00 0 40 40 5 5 8 1]
12/12/2021 $920.00 $920.00 0 0 40 5 5 8 0

$920.00 $920.00 0 40 40 5 5 8 1]
L
[ add || wmodfy || peete |[AaddRange | [Modify Range| [Delete Range |

For Permanent Employees Variable Hours with leave in Hours, Leave will be calculated
at the higher of the:

1. Of the Current Hourly Rate
2. Or Ordinary Hourly Rate:
o Gross Earnings for the 4 weeks immediately before the end of the last
pay period divided by
o Total ‘Ordinary hours’ in the previous 4 weeks
3. Or Average Hourly Rate:
o Gross Earnings for the 52 weeks immediately before the end of the last
pay period divided by
o Total ‘Ordinary hours’ in the previous 52 weeks

The ‘Ordinary hours’ and Total hours' in the period are taken from the ‘Employee
Information’, ‘History’, ‘Leave Earnings’ tab in the payroll: ‘HRate Hrs’

SHAPLAND, Karen @)=« zEEH S ExEHy

Emp= 1000 IRD# [043-016-999 VY Y VI ¥ S AT

Standard | Payment | Leave | KiwiSaver | Permanent | HR /Notes | Totals | History

Total Earnings | Leave Earnings | KwiSaver | Timesheet History

||Period Ending| Average Gross|ordinary Gross|Hours Week |Days/Weell | HRate Hrs [N ADPHrs [H/Rate Days| ADP Days [Hours Per Day |LwoP Weeks | A [Leave Type:

22/08/2021 $483.00 $483.00 0 3 23 5 5 4 0 Variabie Hours
29/08/2021 $525.00 $525.00 0 25 25 5 5.5 4 0 AL In Weeks : No
05/09/2021 $504.00 §504.00 0 24 24 5 5 5 0 Holiday Rates
12/09/2021 $441.00 $441.00 0 21 21 5 5 5 0 Unite:  Hours
19/09/2021 $483.00 $483.00 0 23 23 5 5 5 0

26/09/2021 $420.00 $420.00 0 20 20 5 5 3 0 52Week:  $20.3165
03/10/2021 $462.00 $§462.00 0 22 2 5 5 4 0 4 Week: $21.0000
10/10/2021 $441.00 $441.00 0 21 21 5 5 4 0 Ccument: %2
17/10/2021 $420.00 $420.00 0 20 20 5 5 4 0

24/10/2021 $483.00 $483.00 0 23 23 5 5 4 0 Average Daily Pay:—
31/10/2021 $430.27 $430.27 0 20.69 20.69 5 5 4 0 Houly:  $20.3165
07/11/2021 $504.00 $504.00 0 24 24 5 5 4 0 oai 671626
14/11/2021 $504.00 §504.00 0 24 24 5 5 4 0 = 97
21/11/2021 $462.00 $462.00 0 2 22 5 5 4 0

28/11/2021 $441.00 $441.00 0 21 21 5 5 4 0 - -
05/12/2021 $420.00 $420.00 0 20 20 5 5 4 0

12/12/2021 $483.00 $433.00 ] 23 23 5 5 4 0

| $504.00 $504.00 0 24 24 5 5 4 0
v
I Add I | Modify | [ Delete | | ‘Add Range | [Mg:ifynmge| |Dg|e|E Range
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Annual Leave Cash Up

Employees can ask their employer to pay out in cash, up to one week of their four
weeks’ minimum entitlement to annual holidays per year for each entitlement year.

Annual Leave Accrued cannot be cashed up. Cash Up entitlement can be calculated
and paid in Hour or Day units and for those employees whom work Variable Hours the
employee and employer must reach a mutual agreement on what constitutes a
working week.

Employers may decline any request by an employee for Cash Up (no reason needs to
be given when a request is declined) and advise the employee in writing.

Annual Leave Cash Up payments are regarded as an “Extra Pay” type payment and

the rate of tax pertaining to “Cash Up” payments are calculated as per current Extra

Pay Tax Legislation guidelines. Remember that the Pay Period Exceptions report has
the option to print the Tax rate at which an employee’s Extra Pay has been taxed at
and that, if required, an Extra Pay override Tax rate can be made on the employee’s
Payment tab.

Cashed Up gross paid will not accumulate into Gross Earnings used for the calculation
of Annual Leave rates or the Average Daily Pay.

Company Settings

A designated payment with the default description of “Annual Leave Cash Up” and
Data Entry Code of “ALCU” is available at Company Controls > Payment Tab, for use in
Cash Up payments. This payment must be used to generate any Cash Up payments.
The payment has the following settings:

—Tax Type
Taxable + Extra Pay Schedular - Tax Override: LT
Mon-Taxable Reimbursing

— Earnings Type

QOrdinary Time Annual Leave Other Leave
CQvertime Sick Leave * Annual Leave Cash Up
Penal Time Alternative Holiday
Allowance Time in Lieu

— Accumulates Into  Leave Accumulation

v| ACC Liable Earnings
Company Superannuation Contrib Earnings
Apprentice Hours
/| KiwiSaver Employee Contribution Earnings
v| KiwiSaver Employer Contribution Earnings
v| Compliant Employee Contribution Earnings
v| Compliant Employer Contribution Earnings

In conjunction with this an “Annual Leave Cash Up” Earnings Type is also available to
identify Cash Up type payments.

To ensure Cash Up payments do not accumulate into the Gross used for the
calculation of Annual Leave and Average Daily Pay rate calculations the Leave
Accumulation indicators are de-selected.
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Employee Settings

The Employee Information > Leave > Other Leave tab has Cash Up related fields in the
Annual Leave Values section:
Annual Leave Cash Up

Entitlement Paid Out Balance  Parental AL
Hours: 269 | 0.00 cash Up? [~

“Balances Accrued To 04/05/2020 —
Annual Leave: | Sick: 800 DVL: 10.00 Alternative Holiday: 2.00 TIL: 2.00

Displays Employee Leave details % Current Weekly Wage [ Entered

The Entitlement field will be populated with the ‘Cash up’ Entitlement on an Annual
Leave Anniversary rollover - calculated as 1 week of the new entitlement (for non-
casual employees).

For Variable Hours employees this entitlement is calculated as 2% of the hours worked
as at the annual leave anniversary.

The employer and employee must agree as what constitutes a working work and
therefore this entitlement should be checked when an anniversary rollover occurs.

The Entitlement and Paid Out fields will be reset every anniversary. Any Cash Up
payment made during an anniversary year will be reflected in the Paid Out field and
the Outstanding Entitlement will also be reduced by any Cashed Out paid units, i.e.
the Outstanding Entitlement reflects what is available to the employee for Annual
Leave to be taken and/or the balance available for Annual Leave Cash Up.

Payroll Processing

The Prior Leave Balances window (click Annual under the Leave Balances at the
bottom of the Processing > 2-Timesheets tab) displays Annual Leave Cash Up
balances:

Annual Leave Type: Set Hours
Recorded In: Days

Annual Leave status prior to this pay:

Start Date: 21/09/2015
Outstanding Entitlement: 7.00
Parental Leave: 0.00
Accrued This Year: 4.50
Paid in Advance: 0.00
Total Annual Leave: 11.50
A ciercac Date: J/12/2020
|-Annual Leave Cash Up

Entitlement: 5.00

Paid Out: 0.00

Balance: 5.00

rleave Rate:
As at previous dosed pay: 27/03/2022

Average: §298.8457
Ordinary: $294.2300
Current: $294.2300

2 Innnual:l 11.50 Days | Sick: 14.00 Days
0.00 Hrs
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Parental Leave and Annual Leave

See the “Parental Leave” document on the MYOB IMS Payroll Education Centre for
information on how to process the following scenarios:

e An employee is requesting an Annual Leave and they have been on Parental
Leave in the previous 12 months.

An employee is requesting an Annual Leave Cash Up and they have been on
Parental Leave in the previous 12 months.
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Example Reports

Annual Leave Reports

Payment Screen Details

B« J g

|AS|—|‘I’ON,Brnnwyn LI 4 4 > k

[Emp=[1022 IRD# [089-417-163 Y ¥ ¥ ¥ ¥ ¥ ¥
1 Standard | Payment | Leave | KiwiSaver | Permanent | HR. / Motes |T013I5 | History
— Pay Frequency — Employee Type
e Weekly i Fortnightly 1 Monthly i+ Wage (per Hour) I Salary (per Pay)
1 Half Monthly 1 Four Weekly — Pay Rates

r Tax Details ————— Student Loans — 7 |Hourly: | $300.0000 Per Pay: I:I
IRD Mo: Student Loan averride %% I:I _

Fax Cod MeL Income Type: Rate 2 I:I
ax Code: .
B Certificate: none ~|| [Rate 3 Use Average Daily Pay?
Expires:
xpires: I:l Expiry Tax Code: - || |Rate 4: I:I _g:illlly”]a:‘taete: gé;‘:ﬁg
PAYE override % '

[] Contractor? Rate 5 Standard Days: 3.00
Extra Pays override %% [ GST Registered?

r Hours Worked (Minimum)

r Payment Method Per Day: Per Period: 12.00
i Bank: Account: .E - - -

Referance: | | | Cash Rounding Balance: &0.06 |
1 Cheque _ Payslips

Particulars: | | Mo Payslip [ Mo IMS Online Payslip
() Cash Code; | | Printed ["] Emailed

Leave Screen Details

|
m}
X

ms Sample Company Limited - MY
File Edit View Tools Help

O |3 B Ev|® X I %COW\DBT\Y I Employee I.Prul:essmg I |Sundr\_fReports

Her e (ZEE B I

Emp# 1002 IRD# [020-981-899 v v v Y Y

Standard | Payment | Leave | KiwiSaver | Permanent | HR /MNotes | Totals | History

Annual Leave | Other Leave

"Amual Leave Type (Permanent / Casual Employment) T " Annual Leave In —‘ [ ¥ Calculate Annual Leave in Weeks
Days

(®) Set Hours () Variable Hours () Casual Hours (e 52 Week Average rate (AWE): 4 Week Average Rate (OWP4):
r Annual Leave Entitements Gross earnings for Iast ]2 ) Grus:;am'ngs for last 4
Weeks months: 0 o] | weeks: =
Full Yrs Entitement: || 400 %ofGross: | 8 WesksinYear: 52| [pi o
Next Entitiement: 20.00 400 For: | 52| Weeks minus LWOP: 0
‘ ‘ ‘ ‘ | Divide by: 52 Divide by: 4
Due Date: SR Weekly Rate: $1,471.1613 | Weekly Rate: $1,471.1525
- Annual Leave values  Agreed Definition of a Week
Days Weeks 52 Week Rate: 5294 323 Hours/fweek: 40.00 Days/week: 5.00

) 4 Week Rate:
Outstanding Ent: 0.00 Curr. Rate (OWP): $294 2300 Click here to edit these values

+Parental ALL: 0.00 i Gross Earnings: | $75,029.24 | [ parental Leave —as at: nja
+ Accrued This Year: 19.0( i Hours: 2040.00 Start Date: ~ | | RetunDates:
- Paidin Advance: 0.00 : Amount in [ sssam)| | | GrossEsmings: Expected: -

Advance:
v Amount In Advance: $0.00/ Actual: e
rBalances Accrued To 19/12/2021
Days Weeks Days Days Days Hours
Annual Leave: | 19.00] [ 385 sick | 4.00 FVL: 10.00 Alternative Holiday: | 100 TIL: | 0.00
® Current Weekly Salary @ Closed

myob



Annual Leave Report Options

mg Annual Leave - Report Opt d
q
: —Report Type rEmployees to Indude
1 Static Data Hourly +! Daily Il
1 Accumulators
1| =) valuation Salary Wage +) Both T
1 Cash Up h
1 = Annual Leave Types 1
’7 Set Hours Variable Hours Casual vl all
rSort Order
; + Employee Mame Employee Mumber
1 Pay Point then Employee Name Pay Point then Employee Mumber
] Home Costing Code then Employee Name Home Casting Code then Employee Mumber
1 Print Range
+) All Range :
é From: Pay Point: | _| Employee: | LI
3| To: Pay Point: | _| Employee: | LI
k
< rOptions

| Indude Zero Balances?

Megative Balances Only?
| Termination Value?

Data File Extract?

Close

Date Run: 04/11/2014 Time: 2:09 p.m.

A1l Daily Employees - Valuation. **

ANNUAL LEAVE REPORT

Termination Value ** -

Reporting Date: 02/11/2014

includes Last Pay - Leave Type: All

OUTSTANDING

NAME Days RATE

olin 3.00 311.5740

GRAND TOTALS: 3.00

NOCRMED: e Zieisa ADVANCE: ===m=ni: e S POYRL ===

GROSS Days

£9682.91 $574.63 0.00 0.00 €509.35

5574.63 0.00 0.

This report produces the values that would be paid to an employee if they were
terminating and there were no other final payments to be considered.

Outstanding Value: 3 days @ $311.5740 per day $934.72

Accrued GROSS Earnings: $68748.19
(pre Outstanding value added)

+ Outstanding Value $934.72
(to pay 8% on Outstanding Value)

= Total Annual Leave related Gross: $69682.91
8% (% of gross) $69682.91 x 8% $5574.63
+ Outstanding Value $934.72
Termination Pay $6509.35

The value of any Outstanding Leave is to be included in the percentage of gross

calculation required for termination pay.
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Final Pay Calculation Report

Payment Screen Details

|ASHTON, Colin ;|H4 - ||[a’:|%|m|zﬂ-"

|Emp= (1002 IRD# [020-951-399 v v v v v
Standard | Payment | Leave | KiwiSaver | Service Leave | Permanent | Super | HR jMNotes | Totals | History
— Pay Frequency — Employee Type
e Weekly 1 Fortnightly 1 Monthly 1 Wage (per Hour) i+ Salary (per Pay)
i) Half Monthly 1 Four Weekly — Pay Rates

~Tax Details ——— StudentLoans —————————— [Hourly: |:| Per Pay: £1,471.15
. Student Loan override %

IRD Mo . —|:| Riate 2: |:| []Gscm: PerYear:  §78500

) Certificate: none ~|| [Rat= 3 [] Use Average Daily Pay?

[ERE—

Expires: I:I Expiry Tax Code: || |rate 4 I:I :g:itll;lyRaRtaete: ﬁgg

PAYE owverride % '
|:| [ Contractor? Rate 5: Standard Days: 5.00

Extra Pays override % I:I [ GST Registered?

— Hours Worked (Minimurm)

— Payment Method Per Day: oer Period: oo
i+ Bank: Account: 20 E‘ 4127 0084529 m

Cash Rounding Balance: .00 |
Reference: |WBQES | | s 0
1 Cheque |5 JeC — Payslips
i . |Sample Co | ) .
Particulars: [ONe Payslip [ No IMS Online Payslip
) Cash Code: | | Printed [ Emailed
Leave Screen Details
ms Sample Company Limited - MYOB IMS Payral - O X
File Edit View Tools Help
o j ¥ LY
D d| ¥ B E|‘ @ X I *qgcu'many I 9 Employee I [ Processing I |SundryR=puns
[ASHTON, Coin [ <> zEE D@ D
Emp# 1002 IRD# |020-981-899 v v ¥ ¥ ¥ ¥ Y
Standard | Payment | Leave | KiwiSaver | Permanent | HR /Notes | Totals | History
Annual Leave | Other Leave
Annual Leave Type (Permanent / Casual Employment) Annual Leave In ¥ Calculate Annual Leave in Weeks
’—-'-'- SetHours () Variable Hours () Casual ’—- ' Hours (+) Days 52 Week Average rate (AWE): 4 Week Average Rate (OWP4):
- " Gross earnings for last 12 Gross earnings for last 4
Annual Leave Er months: e = weeks: r
Days Weeks &76 50 [ sssste
Full Yrs Entitlement: | 20.00[[ 400 %ofGross: | 8| Weeks ,: v\;: 52 | [ Indude inrate comparison?
Next Entitlement: 20.00 4,00 For: | 52 Weeks minus :
. H ‘ | ‘ Divide by: 52 Divide by: 4
Due Date: B2/~ Weekly Rate: §1,471.1613 | Weekly Rate: $1,471.1525
- Annual Leave Values r Agreed Definition of a Week
Days wesks  S2MeskRate: $BADIB || Howrsfwesk: 40.00 Daysfweek: 5.00
Outstanding Ent: 0.00 .0 Curr. Rate (OWP): $294.2300 Click here to edit these values
+Parental AL: 0.00 j GrossEamnings: | $75029.24 | r[|parentalLeave —asat:nja
+ Accrued This Year: 19.0¢ ¥ Hours: 2040.00| Start Date: ~ | | Return Dates:
R . . Amount in ’—| Gross Earnings: §0.00 Expected: v
Paid in Advance: 0.00 X Advance: $882.70| I—l
Amount In Advance: §0.00 Actual: b
B: d To 19/12/2021
Days Weeks Days Days Days Hours
Annual Leave: | 19.00] [ 385 sicl: | 4.00 FVL: 10.00 Alternative Holiday: 1.00 TIL: 0.00
D Current Weekly Salary ‘- Closed
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Final Pay Calculation Report Options

t Options w B

[}

(=

1ms Final Pay Calculation - Repo
rEmployees to Indude
) Hourly 1 Daily (+) Both
1 Salary 1 Wage (*) Both

— Annual Leave Types
[] Set Hours
rSort Order

[ variable Hours [ casual All

(*) Employee Name ) Employee Mumber

) Pay Point then Employee Name ) Pay Point then Employee Number

) Home Costing Code then Employee Name () Home Costing Code then Employee Number

P E— PR ——

—Print Range
e All

From: Pay Point: |

' Range :
LI Employee:|
LI Employee:|

-~
-~

To:  Pay Point: |

The ‘Final Pay Calculation Report’ is available when you run payroll reporting during
the processing of the employee’s final pay, giving details of how the termination pay is
calculated. We recommend that you add this report to your list of standard reports for
printing.

Employee: 1002 ASHTCHN, Colin
Fre Calculation:
Anruzl Lese Typs: % of Gross: 2% (A)
Cutssnd '; Entitizament:
Units: Amount 0.0 (B
ngs 3ccumuistes since the LastAnnierssry Das of 2102032 $48,748.1% (C)
Final Pay: Period Ending Date: 08/11/2014  Finish Date: 0911/2014 Payment Date: 12/112014
Final Annuzl Leave Gross related Payments:
Arnuzl Leze Not Taxen 3234.72
Sub Total: 352472 (D}
"Holiday Pay Cwing™ 55,57463 (B
Totzl Final Fay Grozs Fayments BEREES
"Holiday Pay Cwing Calculation:
Pre-Calouistion Annusl l23we Cmss Eamings refer C) $58,745.19
FLUS Finzl Anrusl Lese Gros Iyments [refer D) 3224.72
Sub Total: 389,86825
x 2% (refer A) $5,57483
MINUS Amount Paid In Adwance refer B) 30.00
Hodsy FayCwing 3= Calculstes [refer E} $5,57463

myob




